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1 OVERVIEW

This document is intended as a reference for you if you have a specific question or find any difficulty. You will
NOT necessarily go from screen to screen. What you see will depend upon the choice you made when starting
out each time. If you choose to use your browser you will see a different view on the screen than if you start
using Web folders. This is a work in progress and this document will be updated as feedback arrives. While

using the program, please share your acquired knowledge with the team by sending your comments, ideas, and
questions to willilam.ctr.doble@faa.gov.
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2 GETTING STARTED

21 REQUIREMENTS FOR ACCESSING THE SYSTEM

The minimum requirements for accessing the Collaborative Communications System (CCS) are:
= Netscape 4.75 or Internet Explorer 4.0" Web browser or higher
=  Microsoft Windows 2000 operating system
= Microsoft Office 2000
= AuserID and password

In order to use the Web folders option in the system you will also need to install the SharePoint Portal Server
client software that is provided by your SharePoint Administrator. Microsoft recommends the following minimum
configuration to run the client software:

= A system with a Pentium-compatible 200 MHz or higher processor,

= Atleast 64 MB of RAM, and

= Atleast 30 MB of available hard-disk space.

The CCS does not offer the same functionality through its browser and Web folder interfaces. The browser
interface gives the user access to the document repository including search and subscription capabilities but not
administrative features. The Web folder interface is primarily meant to provide access to the document repository
and administrative features. It does not have the search and subscription capabilities.

2.2 BROWSERS

To begin accessing the CCS through your browser, go to the AUA-700 Web site CCS page at
http://www.faa.gov/aua/aua700/tools/ccsystem/ccsystem.shtml. Click on the link that reads Go to the
Collaborative Communications System as shown in Figure 2.2.1. This will open a new browser window,
prompt you for your user ID and password as shown in Figure 2.3.5, and take you to the CCS Home page where
you can select from a variety of topics.

2 AUA-700 Traffic Flow & Enterprise Management - Tools - Collaborative Communicak EIQIE' == x|

File Edit VYiew Go Communicator Help

4 @ 3 @ a & & B @
Baclk Forward  Reload Home Search  Metscape Frint Security Shop Stop
- J " Bookmarks LUcaIiUn.Ihllp.f.v‘lDcaIhUsl/aua?DD!tUUIsfccsyslam.-’ccsystem shiml j ﬁl'\fv’hat's Related
TF & EM Home Fage = Tools = Collaborative Communications System :I

What is a Collaborative Communications Systern (CCE)?

Oppo : = Overvigw
= Features
= Benefits

How do | obtain an account and access to the system®

= (btain an account

= Access the system

= | Forgot my password
ato act Boo = hange my passward

What online help is available for using this system?

= Help
= Gefting Started
= Tutorials
= CCS Organization (Site Map)
= Document Management (Add, Delete, Create and Share documents)
= Using the Calendar
= Using YWeb folders
= Technical Suppart

Go o the Collaborative Communications System

=]
[ == |Document: Done =l is 3 AP B3l oA |

Figure 2.2.1: AUA-700 Web site’s Collaborative Communications System page

! Internet Explorer 5.0 or higher is recommended.
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The CCS’s Home page is shown in Figure 2.2.2.

<} Home - Microsoft Internet Explorer : |_|@I_IEI =151l

J File Edit Wiew Fawarites Tools Help ‘

J ‘= Back - = - @ i | @Search [Ge] Favarites @Histnry |%v =R 5D

J fddress I http:ffkms.Faa, goviala-700Workspace;| j P eo “ Links *

Content | Layout | Settings | Help

Home Search Categonies Document Library  Subscriptions Management

Search |This site x| for | Go | advanced search
Categories MNews Subscription Summary
" Category 1 Welcome to the SharePoint Portal Server Dashboard Site 70U dc'. not have any
" Category 2 Prwides_an introduction to using and pnnﬁguring the subscriptions,
= Category 3 SharePoint Portal Server dashboard site. A
nnouncements

. . Getting Started
Quick Links Meed help getting started? This is the place. Provides Using Announcements
Group Calendar information 1l:;.n al;ldlnghusders',-lgrea;mg fl:ll:ln?:lrsJ indexing external Provides information on how
Join a Conference content, configuring the dashboard site and more. to configure the

Schedule a Conference Using News Announcements Web Part,

Contact List Provides information on how to configure the News Wweb Part,
Using Quick Links

[&] [ [ |8 Intermet
Figure 2.2.2: The CCS Home page

2.3 WEB FOLDERS:

A Web folder is a shortcut to a Web server. To begin accessing the CCS through the Web folders option,
= Go to your Windows Explorer.
= Select the folder called “My Network Places” as shown in Figure 2.3.1. (This is also an icon on your
Windows desktop.) From here, you will add a Network Place.
= Double-click on the “Add Network Place” icon.

This will take you through a series of steps, beginning with the dialog shown in Figure 2.3.2, for creating a Web
folder to access the CCS and its document repository.
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[EX My Network Places NIQIEI == )

J Eile Edit Mew Faworites Tools  Help |

J dmBack - = - | @Search |EE|FD|C|EI’S @History |E 0 @& | RS
J.ﬂ.c_ldressMy Metwork Places ﬂ ﬁG(

Folders X NLHJN zﬂ?

::ﬁ Deskbop

@ My Docurnents Movell Entire Metwork  kms.Faa.gov  AUA-7OOW.,.  workspacel
O My Computer Connections on kms.faa... on trwd1

E-2E My Metwork Places

v Novell Connections

~); Ertire Metwork,

% AlA-TO0Workspace on kms.Faa.gov

[*-1&] kms.Faa.gov
] workspacel on trwdl
----- “3 Recycle Bin
ﬁ Internet Explorer
-] Exchange
[]--{:I nims documents
[]--{:I SystemEngineering

Figure 2.3.1: “My Network Places” folder in Windows Explorer

Enter the URL “http://kms.faa.gov/AUA-700Workspace” (without quotes) as the location for the Network Place as
shown in Figure 2.3.2, and push the Next button.

add Network Place Wizard x|

Welcome to the Add Network
Place Wizard

This wizard helps wou add a link to a Metwork Place where
wou can skore your documents, & Metwark Place can be a
shared folder, a Web folder on the Inkernet, or an FTP
site,

Here are same EXEIITIE'ES.

To continue, click Mext,

< Back I Mext = I Cancel

Figure 2.3.2: Specifying the URL for the new Web folder

Enter the name for the Web folder. (“AUA-700 Workspace on kms.faa.gov” in the example given in Figure 2.3.3.)
Push the Finish button, and a new Web folder will appear in your “My Network Places” in Windows Explorer.


http://kms.faa.gov/AUA-700Workspace
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Add Metwork Place Wizard

Completing the Add Network
Place Wizard

You are ready bo conneck ko
http: /fkms.Faa. gov/AUA-FOOWorkspace/.

Enter a name For this Metwork Place:

x|

I ALUA-700 Warkspace on kms.faa,goy

To connect ko this Metwork Place, dlick Finish,

Zancel

< Back I Finish I

Figure 2.3.3: Specifying the name of the new Web folder

You access the CCS by double-clicking on the icon just created in your “My Network Places” folder.

[EN My Network Places

J File Edit Yiew Favarites Tools Help

B 1| 1 5| 21| | D )2 _|IiI5|

J P Back + = - | Q) search |%FOIders £HHistory |[E3’ e % | EH~

My Metwork Places

-3 Movell Cannections

32 Entire Metwork

% AUA-700 Workspace on kms.Faa.gow

..

j kms.Faa.gow
-] workspacel an trwi1
----- 2l Recyle Bin
ﬁ Internet Explorer
-{_] Exchange
-] nims documents
-] SystemEngineering

Figure 2.3.4:

J Address I Ty Mekwark Places j @GD
::ﬁ Desktop = W =5 — —_—

-y My Documents Add Metwark Mol Entire Metwork  kms.Faa.gov workspacel

-4 My Computer Place Connections on krwdl

“My Network Places” folder in Windows Explorer with a new Web folder title

In the example in Figure 2.3.4, double-click on the icon labeled “AUA-700 Workspace on kms.faa.gov”. This will
show the dialog in Figure 2.3.5 where you enter your user ID and password for the CCS.
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Enter Network Password 21x]

? Pleasze type your user name and password.

Sibe: krnz.faa.gov

Fealm kmz.faa.gov

Uszer Mame I

Password I

[T Save this password in your pazsword list

k. I Cancel

Figure 2.3.5: CCS login dialog

Once you have successfully logged in to the CCS’s Web folder interface, you will see many of the folders shown
in Figure 2.3.6. The document repository is the Documents folder.

[EX AUA-T700 Workspace on kms.faa.goy ke I@'EI ==l
J File Edit ‘ew Favoribtes Tools  Help |ﬁ
J & Back ~ = - | @Search ||:E;Folders gHistory | E q; oD | Eg~
J Address I@ AUA-700 Warkspace on kms.faa.gov j ﬁGO
= o T @
¢ (&
m Deskiop g lﬂ q}
@ My Documents _TEMP_ Categories  Dashboards  Documents LOCKS Management
+-A=l My Computer
Iy Metwork Places . . .
B Novell Connections D C’
4 .
; ] ALIA-700 Warkspace on kms.Faa.gov Portal Portal Content  SHADOW system User's Help
| kms.Faa,gov
+]- (] workspacel on trwdl
[’Q Recycle Bin
a Internet Explorer
-7 Exchange

-] nims documents
E-_ SystemEngineering

Figure 2.3.6: The CCS’s Web folders interface
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3 DOCUMENT MANAGEMENT:

The CCS offers a centralized repository for storing, collaborating on, and managing documents and sharing
information. This repository is just like the folders that you see in your Windows Explorer (see the example in
Figure 3.1). Documents are stored in folders, and subfolders can be created within folders.

Kl Documents

J File Edit Wiew Favorites Tools  Help

J = Back -~ = - | @Search L, Folders @Histury |%' G X | FEEE

:?;‘ Test Excel Worksheet Pending approval  7f2001 11:23 AM

(5 Test: Text Document Published /712001 11:30 AM
B Test word Document Checked-Out /712001 11:15 AM

J address |[@ Documents j a0
Mame | Document Skake | Modified | Author | Title: |
[ Administrator's Folder gi2112001 3:22 PM
[ Readonly Folder BI21/2001 244 AM

Microsoft Cor...
Williarm
TRM

Test Excel Worksheet
Tesk text document

Figure 3.1: A folder in the Document repository as viewed through Windows Explorer

The Document Repository seen in Figure 3.2 can also be accessed via the Web by clicking on the Document

Library link and then the Documents link within the CCS.

/3 Document Library - Microsoft Internet Explorer

J Eile Edit ‘ew Favorites Tools Help

J Back ~ = - () ot | Qy5earch (G Favorites £ &History ||%- =3

-H &9

J-ﬂgldress I@ http:jfkrwnl fworkspace L/Documents,

x| @ |JLinks =

"™z Document Library

Content | Layout | Settings | Help

Documents

Document Library @ Documents
Subscribe | Add Sub-Folder | Add Document

Documents

# Up One Folder

Hide Descriptions
Sort by: Author | Title - | Date

[ Administrator's folder
(@] readOnly Folder

W <No Title>

Items: &

Test Word Document.doc
Discuss | Subscribe | Show Actions

@Test Excel Worksheet

Test Excel Worksheet,xls

Discuss | Subscribe | Show Actions
g Test text document

@ Test Text Docurnent.txt
Discuss | Subscribe | Show Actions

Modified: 9/7/2001
Version:

Modified: 9/7/2001
Version: 1.1

Modified: 9/7/2001
Wersion: 1.0

Authar:
Status:

Author:
Status:

Author:
Status:

TR
Checked out

Microsoft Corporation
Pending approval

williarm
Published

Figure 3.2: Document repository as viewed through Internet Explorer

Each folder has at least one user designated as the Coordinator who gives users access to the folder and assigns
them a role that determines their privileges. Privileges determine a user’s ability to create subfolders and add or
modify documents within a folder. A user with read-only privileges in a folder is only able to view published and
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approved documents in that folder. A user with write privileges in a folder is able to view and edit the most current
version of all documents in that folder and create subfolders.
The CCS has two kinds of folders: Standard and Enhanced.

= Standard: Documents added to or modified in a Standard folder are immediately available to everyone
with access to the folder, and only the latest version of a document is stored.

= Enhanced: Documents added to or modified in an Enhanced folder must go through an approval process
before they become available for viewing by users with read-only privileges. These documents are
immediately available to those with write privileges in the folder. Multiple versions of a document in an
Enhanced folder are stored, one for each time a user changes a document.

A document’s associated icon indicates what actions are being performed on it in an Enhanced Folder.

= In Figure 3.3, the document “Test Excel Worksheet” with the /& icon has been modified and is awaiting
approval to have the updates made available to everyone. ,/

= Auseris currently editing the document “Test Word Docugnent” with th9 @icon in Figure 3.3.

* The document “Test Text Document” with the & icon in'Figure 3.3 ha;‘; been approved and is available for
everyone to view. \ / /

= If only the document’s application icon is shown,‘-{[he document is §vailable to be checked out for further
modifications or started through its review and apr{rp'val process./:

/

Kl Documents

K
;=101
J File Edt Yiew Fa_/v«érites \Lools ,,/ Help {
J s=Back - = - | aﬁear‘ﬁh/’tEJFulders »

J.ﬁ.c_lu:lress & Dncur@e/nts / j @ Go

5" =¥

Test Wiord Tesk Text

Test Excel i
workshaak Diacument Dacurment
Administrator's ReadOnly
Folder Folder
|1 objectis) selected o

Figure 3.3: Documents in an Enhanced folder
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4 ADDING/MODIFYING DOCUMENTS (VIA WEB FOLDERS)

4.1 ENHANCED FOLDERS

4.1.1 CHECK OuT

To edit a document in an Enhanced folder, you must first check it out. Checking out a document means that you
are securing for yourself the right to exclusively modify it. If you check out a document, no one else can modify it
until either you check it in or undo your check out of the document. Select the Check Out command from the File
menu as shown in Figure 4.1.1.

1 Documents

J File ~Edit “iew Favorites Tools elp ‘
J Open w [ Felders & #Histary ||:E »
J =l P
—  Undo Chesk Out
Check In
Pubiish E} % .
Cancel Publishing L4
Approve Test Excel Test Word =58 B

Dacument
Bypass Approval Wotkshest

Reject

Edit Profile C’

Send Ta ’ Adrinistrator's ReadOnly
folder Folder

Mew 3

Figure 4.1.1: Checking out the “Test Text Document” document for editing in an Enhanced folder

4.1.2 UNDO CHECK OuT

After checking out a document, if you determine that you are not going to actually make modifications to it, you
can undo the check out and make the document available for changes by other users. Do this by selecting the
Undo Check Out command from the File menu as shown in Figure 4.1.2.

1 Documents =100 x|
J File Edit View Favorites  Tools  Help ﬁ
J_ e ‘Qhsearch [YFolders & #History | R
J Check Cuk j P Ga

IUnda Check Out

Check In

Publish % .
Zancel Publishing (L]

Test Word Tesk Text

Approve Leusrtkgﬁ;i Diocument Docurnent
Evpass approval
Reject
Edit Prafile C’
Send To s administratar's ReadCnly
fFalder Falder
M 3
Sign ouk
g Y
— em ke Theowken ik

Figure 4.1.2: Undoing the check out the “Test Text Document” document in an Enhanced folder
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41.3 CHECKIN

After checking out a document you can then edit it by double-clicking on its icon or selecting the Open command

from the File
you must che

K1 Documents

File ~ Edit

Wigw /Faworites  Tools  Help

J CpEn ‘Qhsearch [yFolders ¢ #History | [y »
J Check out j {;‘J?GD
—  Undo Chec
= =) B
Cancel Publishing L] :
Approve Test Excel Bisctum;?
Bypass Approsal Warkshest
Rejeckt
Edit Profile C,
EEle g Administrator's ReadOnly
Folder Faolder
[ew 3
Sigm ouk
c A
e | T

Figure 4.1.3: Checking in the “Test Text Document” document in an Enhanced folder

menu. When you are finished making your modifications and want to have the changes reviewed,
in the document. Select the Check In command from the File menu as shown in Figure 4.1.3.

When you check in a document, you are asked to provide a short description of the changes made as shown in

Figure 4.1.4. At this time, you can also modify any of the document’s profile information that describes the
document itself (e.g. title, author, keywords, description). It is good to be in the habit of entering version
comments whenever a document is checked in. It will make it easier to understand the changes made in a

particular version of a document at a

NOTE: Be sure to
fill in each field -
this will allow you
to search on
keywords later ...
and keep the
historical data as
to what was done
by whom and
when.

Figure 4.1.4: Version comments for the changes made to the “Test Text Document” document

later time.

E Test Text Document.txt Properties

Version comments

Enter your wersion comments:

I added an introductary paragraph.

[~ Publish this docurnent after check-in

*See below

Document profile

# Select a profile: * Indicates required field

|E\ase Document ﬂ

Title

|Test text documnent
Author

|Wi||\am
Keywords

|Motepad; Microsoft =l
Description

ak I Cancel | Help I
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After the document has been checked in and if no other modifications need to be made, select the Publish
command from the File menu as shown in Figure 4.1.5 to start the review and approval process [or you could
check the “Publish this document after check-in” box in Figure 4.1.4]. (The Review and Approval process is

Draft - Using the Collaborative Communications System (CCS)

discussed in detail in the Document Review section.)

Figure 4.1.5: Submitting the changes to the document for review in an Enhanced folder
You can add a new document by dragging it into an Enhanced folder. Doing this creates the document in the

Kl Documents

J File Edit Wiew Favarites Tools  Help ﬁ

]
L

open

Check Out

Inde Check Gk

Zhieck In

Zancel Publishing
Lpprove

Bypass approval
Reject

Edit Prafile

Send Ta 3

e 3

Sigrm Uk

Trm ks Choacksok

=10l x|

@Search LG Folders @Histnry |[|B »

~| oo
5y =) B
Test Excel Test Word  Hheelh
wWarkshest Dacument Document
Administrator's ReadOnly
Folder Folder

4

folder and keeps the file checked out. You then need to follow the instructions in this section for checking in and
publishing a document in an Enhanced folder.
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5 VIEWING A DOCUMENT’S VERSION HISTORY

The version history of a document is the list of all changes that users have made to the document. (A change to a
document is defined as all the modifications made prior to checking it in to the CCS.) The CCS only maintains a
version history for those documents in Enhanced folders.

5.1 VIA WEB FOLDER

To view the version history of a document using Web folders, select the document’s icon and choose the

Properties command from the File menu as shown in Figure 5.1.1. (All of the Web folder’s File menu commands
discussed is also available in the pop-up menu displayed when you click the right mouse button on a document’s

icon.)

Il Documents

J_ Open
' Mew
l Prink

=10l x|

“ File Edit ‘iew Favorites Tools  Help ﬁ

aﬁearch L, Folders @Histur*;.f ||:|E TB* wor

Chech Cuk

Inido Check Cuk

Chieck In

Publish

Cancel Publishing
OpOrove

Bypass Approtal
Rejeck

Edit Profile

Send To »

e F

Sign out

Create Shaorkout
Delete

Rename

Properties

Close

MK
T —
=
® 7)
ft Mew Microsaft ! Test Text
Weord Docu,,, Py == Docurment

Figure 5.1.1: Viewing the properties of a document
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In the Properties dialog, choose the Versions tab as shown in Figure 5.1.2.

Test Excel Worksheet.xls Properties e S

General | Profile Security | Search and Categories I

SharePoint Portal Server maintains a copy of older versions of this
document, You can view the document or profile for each wersion.

Document versions:

# | Dake | User
1.1 7IZ001, 3117 PM HH3OIG  adminiskrakar
1.0 FIZ001, 3113 PM HHS5OIE adminiskr akor

—Wersion comments
Added additional text to the spreadshest. ;l
Ie
View Document. ., | View Profile. ., |

(a4 I Cancel | Appl | Help |

Figure 5.1.2: Viewing the Versions tab of a document’s properties

The Document versions section of the dialog in Figure 5.1.2 lists the version history of the document. You can
select an individual version number and see the associated comments on the changes made, document’s profile,
or actual document.
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6 SEARCHING FOR DOCUMENTS:

The CCS provides the ability for you to perform a case insensitive, full-text search of its document repository (both
text and profile information) as well as external document sources for keywords specified through its browser
interface. You can enter the criteria as a simple text string (i.e., a Simple Search) or as a text string and/or criteria
for specific document profile fields (i.e., an Advanced Search). The Search option is available at the top of the
CCS'’s main pages (e.g., Home, Search, Categories, and Document Library). Click on the Search link.

6.1 SIMPLE SEARCH

The default search option is the Simple Search as shown in Figure 6.1.1. You enter a text string and push the Go
button. The CCS then searches through its documents’ text and profile information for those that contain at least
one word in the search string. In this example, documents that contain either the word “excel” or “notepad” in
their text or profile information will be listed in the search’s results.

/3 search - Microsoft Internet Explorer ﬁl@' : EI - =]l
J File Edit ‘ew Favoribtes Tools  Help |ﬁ
J GaBack ~ = - 2 fat | @ search  [GFavorites  {4History | By S - £ &

Jngldress I@ htkp: fferwil fWorkspace 1 fPortaliSearch j Pan |J Links **
"™kan Search | Help &

Horme Search Categories Document Library  Subscriptions

Search IThis site ;I for Iexcel notepad 5o | Advanced search

Search Summary

“rou searched "This site" for "excel notepad"”.
Subscribe to this search

Matching Documents

Hide Descriptions
Sort by: Best Match ™ | Author | Title | Date
@Test Excel Worksheet Modified: 9/7/2001 Author: Microsoft Corporation
Test Excel Worksheet.xls
Sheetd Sheetz Sheetl This is a test Microsoft Excel worksheet in
the workspacel Document folder, This is a test Microsoft Excel
warksheet in the Workspacel Document falder.
Discuss | Subscribe | Show Actions
| Read-0Only Excel Worksheet
Read Only Excel Worksheet.xls
Sheet3 Sheet? Sheetl This is a test Excel spreadsheet that is read-

Figure 6.1.1: Simple Search page

Itemns: 1-4 of 4
Previous Mext

Modified: 9/7/2001 Author: Microsoft Corporation

From a Simple Search, you can go to an Advanced Search by clicking on the Advanced search link as seen at
the top of the page in Figure 6.1.1.
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6.2 ADVANCED SEARCH

The Advanced Search allows you to more precisely define the criteria for the search to be executed and to narrow
the search results. You can still enter a text string for searching the documents’ text and profile information.
However, you can also enter criteria against specific document profile fields as shown in Figure 6.2.1. In addition,
you can also specify criteria on when the document was created or last modified. In this example, the search
from Figure 6.1.1 is further refined for only those documents whose author profile field contains the word

“Microsoft”.

|Jngdress I@ http: itrwl 1 Mworkspace 1/ Portal/Search j ﬁGo |JLinks 23
Home %Search Categories Document Library ubscriptions ﬂ
Search |This site =l for |exce| notepad Go Simple search

Search by profile:
IAny profile vl

Search by properties:
Inuthor ;I IContains;I IMicrosoFt AMD

| uthor == =l AND
IAuthor ;I |= ;II

Search by date:
& all documents

& Documentlereated vl in the Iastl IHours vl

Search Summary

vou searched "This site" for "excel notepad”.
Subscribe to this search

Matching Documents

Hide Descriptions Items: 1-2 of 2

Sort by: Best Match ™ | Authaor | Title | Date Previous Mext

% Test Excel Worksheet Modified: 3/7/2001 Author: Microsoft Corporation
Test Excel Worksheet.xls

Figure 6.2.1: Advanced Search page

From an Advanced Search, you can go to a Simple Search by clicking on the Simple search link as seen at the
top of the page in Figure 6.2.1.

6-15



Draft - Using the Collaborative Communications System (CCS)
7 SUBSCRIBING TO DOCUMENTS

Subscriptions notify you about new or updated information on topics that match your interests. You can subscribe
to content you find useful: a specific document, all documents in a folder, all documents assigned to a category,
or a set of search results. After you subscribe to content, the CCS notifies you when the content is modified, if a
new document matching your criteria is available, or if Web discussion comments about the content are added.
You can also choose to receive subscription notifications by e-mail.

7.1 ViA OFFICE 2000

You subscribe to a folder or document from the Office 2000 interface by first opening a Web discussion for the
document by selecting the Web Discussions command in the Online Collaboration pop-out menu available
from the Tools menu and pushing the Subscribe button in the resulting Discussion toolbar. (A more in-depth look
at Web discussions occurs in the Discussing Documents section.) This displays the dialog shown in Figure 7.1.1.

a Document Subscription ﬂ
Subscribe kot
f* File |htt|:u:,|',l'trwlill,l'wu:urkspau:eIISHADOWIDDcumentSITest'-
= Folder
Fath equals |hl:l:|:u:,l',l'l:rwI:Il,l'wcurkspal:eIISHADO'-.-'-.-',I'DD-:umenI:s,I'

Modified by [doesr't matter =] |

Motify me
When: Ianything changes ;I
Email opkions
Address: fi
(2.0, someone@microsalt, con)
Tirne: Innce a day ;I

(] 4 I Cancel I
Figure 7.1.1: Document Subscription dialog

You use the Document Subscription dialog to specify:

the file or folder for which the subscription is to be created,
the event that triggers the subscription notification,

the e-mail address where the notification is to be sent, and
the frequency of the subscription notifications.

The file defaults to the current document being edited. The folder defaults to the current document’s folder. The
events that trigger a notification for a subscription are shown in Figure 7.1.2. The frequencies of subscription
notifications are the same as for the browser interface. Finally, the e-mail address is required. Push the OK
button in the dialog to actually create the subscription.
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; Document Subscription

Subscribe ko;

f* File |htt|:u:,|',l'trwlill,l'wu:urkspau:el,fSH.ﬁ.DO'-.-'-.-',I'DDcuments,l'Test b
= Folder
Path equals Ihttp:,l',l'terl,l'wu:urkspau:e1,|'SH.|5.DO'-.-'-.-',I'D|:|-:uments,l'

Modfied by [dossrt matter -] |

Mokify me

When: |an-;.fthing changes E|

Email opkions il :
a new document is created

Address: a document is modified
a document is deleted
a document is moved

) a discussion item is inserted or deleted
Time:; [onice & day =]

K, Zancel

Figure 7.1.2: Events that trigger a subscription notification

Figure 17.1.9 shows an example of an e-mail notification sent by the CCS as the result of a subscription. You can
click on the link that is the document title to view the document, go to the subscription Web page, or delete the

subscription.

7-17



Draft - Using the Collaborative Communications System (CCS)
8 DISCUSSING DOCUMENTS

You can conduct online discussions about a document without modifying the document. Instead of using e-mail to
discuss a document or trying to capture conversations about a document, authors and reviewers can now
communicate with each other through Web discussions. These discussions can occur through browser or Office
2000 interfaces. Simultaneous discussions about a document can occur even if one person has the document
checked out. Comments are stored as threaded conversations, grouping comments and replies together.

8.1  ViA OFFICE 2000

You participate in a Web discussion for a document by selecting the Web Discussions command in the Online
Collaboration pop-out menu available from the Tools menu. The Office 2000 application’s window is split with
the document appearing in the top pane of the window and the actual discussion appearing in the bottom pane as
shown in Figure 8.1.1. The Reply, Edit, and Delete commands for a comment function the same as in the
browser interface.

L-_E. Test Word Document{2.0) {Read-Only) - Microsoft Word

JE“B Edit Wiew Insert Format Tools Table ‘Window Help
DEESRY | iR T o=@
B I U|E

EE [ R B B SR

JNorma\ = Times MewRoman = 20 =

LIl

This 1s a test Microsoft Word document
in the Workspacel Document folder.

I
2
ol
¥
=|el=|=4] | v
[® Discussions about http://trw0lAworkspacel/SHAD OW/Documents/T est Word Document(2.0).doc =
Subject: First discussion topic about this test Word document
From: Wdohle 0/13/2001 4:55 P
These are William's comments on this subject. [ ]
From: Wdoble 01342001 4:56 P
These are a response to William's initial comments. %
Edit
Delete
[ |

J Discussions = ')f; % tﬂ ?g Ib | Subscribe... | g ”Eglose |
[Page 1 Ser 1 11 lar 1 In1 ¢aol1 == A = E T

Figure 8.1.1: Web discussion in Office 2000 for the “Test Word Document.doc” document

The Discussions button in the toolbar at the bottom of the screen in Figure 8.1.1 gives you the following options:
Insert in the Document

Insert about the Document

Refresh Discussions

Filter Discussions

Print Discussions
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The Insert in the Document and Insert about the Document commands are very similar. Both allow you to

create new topics of discussion, but the former one creates the discussion and makes it accessible via a L& icon
within the body of the document. (This kind of discussion is not supported in the browser interface.) The latter
command functions like the Insert Discussion button in the browser interface. The Refresh Discussions
command updates the discussion topics and comments based on any input from other users. The Filter
Discussion command works like the Filter button in the browser interface. The Print Discussions command
allows you to print out the discussions associated with a document. The Discussion Options command
functions like the View button in the browser interface and displays the dialog shown in Figure 8.1.2.

a Discussion Opktions : ﬂ
Select a discussion server:
|William (hktp: kw01 ) (Current) ;l
Add... I Edit... | Remove I

Discussion Fields ko display:
¥ Display name [ User name ¥ subject
v Text v Time

ol 4 I Cancel I

Figure 8.1.2: Discussion Options dialog

In the Discussion Options dialog, you can add or edit a discussion server that displays the dialog shown in Figure
8.1.3. The name of the discussion server should be kms.faa.gov. You can type in your own name in the other
edit field in the dialog.

a Add or Edit Discussion Servers EI

Choose a discussion server

Type the name aof the discussion server your
administrator has provided:

fkims Faa.gov]

r Secure conneckion required (3510

Yo can bype any name you wank o use as a friendly
name for the discussion server

(0] 4 Cancel

Figure 8.1.3: Discussion Server dialog
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9 DOCUMENT REVIEW

A Coordinator for an Enhanced folder can specify a review and approval process for documents within the folder.
(Setting up an approval process is discussed in the Document Administration section.) When it is time for a user

to review a document, he/she can receive an e-mail notification about the document to review. Figure 9.0.1

shows an example of a document review e-mail notification sent by the CCS. From this e-mail, you can review
the document by clicking on the link that is the document’s name or go directly to the Document Inspection page

to approve or reject the document by clicking on the Click here to approve or reject this document link.

& Mail Frony: aua-700workspace@kMS2000.trw.com

File Edit WYew Actions Tools Accounts window Help

) i) ) 5 B 0 2 ] =Ll

| =8,

SEEE

From:
Ta:

Subject:

Message:

|aua-?00workspace@KMSZDDD Epw,com i |

|William Droble <william, Doble@trw, cam = EC: |

|Document Approval Reguest

Request for Approval

The following document is avwaiting vour approwal.

Submitted by KMSwydoble

Author: Yillizm Doble

Test Word Document doc Modified: Thursday, September 13, 2001,
30810 PM

Click here to approve or reject this document

Microsoft SharePoint Portal Server

Figure 9.0.1: Sample document review e-mail notification

9.1 ViA BROWSER

To review a document, click on its associated Show Actions link shown in Figure 9.1.1 to display its Document

Inspection page.

Jomeomweaeen s e e -
J GBack » = - ) i | iQhsearch [SgFavorites & @Histary | By S
Jﬁ\ﬂdreSS I@ hittpef ftrwi 1 forkspace 1 /Documents] j @GD |J Links **
(@ pocument Library : Documents ® Up One Folder ;I
Subscribe | Add Sub-Falder | Add Document
Documents
Hide Descriptions Items: 9
Sort by Author | Title « | Date
(@ ReadOnly Folder
(@] Team folder
@<No Title> Modified: 941042001 Author: Microsoft Corporation
Mew Microsoft Excel Worksheet.xls Version: 0.1 Status: Checked in
Discuss | Subscribe | Show Actions
W] <No Titlex Modified: 8/10/2001 Authar:
Mew Microsoft Word Document.doc Version: 0.1 Status: Pending approval
Discuss | Subscribe | Show Actions
W <No Title> Modified: 8/11/2001 suthor: TRY
@ Test Wword Docurnent.doc Version: 2.0 Status: Published
Discuss | Subscribe | Show Actions
@{Nu Title> Modified: 9/13/2001 Author: Microsoft Corporation
5] william Mew Excel Worksheet.xls Version: 0.1 Status: Pending approval
Discuss | Subscribe | Show Actions
|New Word document Modified: 8/10/2001 Author: TRW USER
@ Williarn Mew Ward document.doc Version: Status: Checked out
N T U e S

Figure 9.1.1: Clicking the Show Actions link as part of reviewing the document
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9.1.1 APPROVE

Communications System (CCS)

Click on the Approve link on the Document Inspection page as shown in Figure 9.1.2 to approve the changes.
This displays the confirmation dialog shown in Figure 9.1.3. Pushing the OK button will actually approve the
document and advance it to the next step in the review and approval process. (The remaining approvers for a
document are shown at the bottom of the Document Inspection page.) Pushing the Cancel button will leave the

document assigned to you for review.

T
J & Back ~ = - @ ot | @Search (G Fawarites

gHistory | I%- =3

-HA&D

Jngldress I@ DExceI%20Worksheet.xls?Cmd=TahoePortaI&PortaICmd=inspect&LlrlToReturnTo=http°f03A,|',|'ter1,I'Workspacel,l'DocumentsJ'j {‘{}GD |JLinks =

"™ Document Inspection

Actions Information

| Help !

@ Back to previous view aj <MNo Title=

= pprove
= Reject

= Version History Status:

Modified:
Version:
Folder:
URL:

Profils:
Title:
Author:
Keywords:
Description:
Created:
Size:

Approval Status:
Approvers:

Williarm Mew Excel Worksheet.xls

Draft version 0.1

Pending approval
9/13/2001

0.1

sDocuments

htp AW 0l orkspacel/DacurmentsAWilliam % 20Me w2 0Exoel %
20orksheet.xls

Base Document

Microsoft Corporation

9132001
11.50 KB

Pending sequential approval

® HHEOIGYwdoble
® HHEOIGYadministratar

Figure 9.1.2: Approving the latest modifications to the document

Microsoft Internet Explorer

@ Are wou sure that wou want ko approve this document?

Cancel |

Figure 9.1.3: Confirmation dialog

to approve changes to a document
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9.1.2 REJECT

Click on the Reject link on the Document Inspection page as shown in Figure 9.1.4 to reject the changes. This
displays the confirmation dialog shown in Figure 9.1.5. Pushing the OK button will actually reject the document
and stop the review process; however, the changes made to the document will remain and not be undone.
Pushing the Cancel button will leave the document assigned to you for review.

| omme e s e e ———
| wBack - = - D i} | Qsearch (EFavorites CHHstory | B S B - £ &

Jngdress I@ DExceI%2DW0rksheet.xls?Cmd=TahoePortaI&PortaICmd=inspect&LlrlToReturnT0=http°f03A,l',l'terlg'Workspacel,l'Documentsll'j f\)GD |J Links **

"z Document Inspection | v B
Actions Information
? Back to previous view aj “Mo Title=
williarm Mew Excel Worksheet,xls
LY TP
" Reject Draft version 0.1
= Yersion Hist .
ErEimn steny Status: Fending approval
Maodified: 2/13/2001
Wersion: 0.1
Folder: fDocuments
URL: http:rftrw 01l orkspacel/Documents A illiam % 20Mew %2 0Excel %

zoworksheet,zls

Profile: Base Document
Title:

Author: Microsoft Corporation
Keywords:

Description:

Created: 9/13/2001

Size: 11.50 KB

Approval Status: Pending sequential approval
Approvers: @ HHSOIGwdable

Lo W NINES P A PR e

Figure 9.1.4: Rejecting the latest modifications to the document

Microsoft Internet Explorer x|

@ Are wau sure khak wau wank ko reject this dacument?

Ik |

Figure 9.1.5: Confirmation dialog to reject changes to a document
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9.2 VIAWEB FOLDER

9.2.1 APPROVE

Click the right mouse button and select the Approve command from the pop-up menu as shown in Figure 9.2.1.

(This is the same as selecting the Approve command from the File menu.) This approves the document and

advances it to the next step in the review and approval process.

= | I

J File  Edit View Favorites Tools  Help |“
J HBack - = - | @Search L, Folders @Histury | [E TE ) | Ef~
J Address I@ Diocuments j Lf'{}Gl:l
Marne | Document Skake # | Modified | Author | Title
@New Microsoft Excel Worksheet  Checked-In af10/2001 12:10 PM Microsoft Cor...
William Mew Word document Checked-Cut 9/10J2001 12:31 PM TR UISER Mew Wan
%Test Text Document Checked-Cut Q72001 7:22 PM ‘illiarn Tesk text
o e Pending approval  9/7/2001 3:17 PM Microsoft Cor,..  Tesk Exce
] Open Pending approval 9102001 12:20 PM

P Test oW Published 0j11/2001 312 PM TRW

Print Pending approwal  9/13/2001 3:30 PM Microsaft Cor,..
[PReac  check Out 9/12/2001 10:23 AM
Tear  lUndoCheck Gk 9/12)2001 3:13 AM

Zheck In

Pblist

Zancel Publishing
4 | Approve | | _,I

Figure 9.2.1: Approving the latest modifications to the “William New Excel Worksheet.xls” document

9.2.2 REJECT

Click the right mouse button and select the Reject command from the pop-up menu as shown in Figure 9.2.2.
(This is the same as selecting the Reject command from the File menu.) This stops the review process;

however, the changes made to the document will remain and not be undone.
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J File Edit Wiew Favorites Tools  Help |-
J PBack » = - | fQisearch L Folders & #History | [ 0 % & | [EH~
J.C\.ddress I Documents j @’GD
Mame | Document State  / | Madified | Aukhor | Tikle:
@New Microsoft Excel Worksheet  Checked-In 102001 1210 PM Microsoft Cor,..
TI-_F; ‘Williarn Mews Ward document Checked-Cut 9/10/2001 12:31 PM TR LSER. Mew Word
%Test Text Document Checked-Out Q72001 7:22 PM Williammn Test text d
Test" 6".'3“' — Pending approval  7/2001 3:17 PM Microsoft Car,,.  Test Excel
Tew N:'w Pending approwval  9710/2001 12:20 PM
Tesk . Published aii1f2001 3:12 PM TRMW
m Print Pending approwal  9/13/2001 3:30 PM Microsaft Car,..
[ Reac]  check cuk ILZ/2001 10,28 AM
(60 Tean  Wndo Check Gut 9/12/2001 8:13 AM
Check In
Publisty
Cancel Publishing
Approve
Bypass fApproval
‘ . | ]

Figure 9.2.2: Rejecting the latest modifications to the “William New Excel Worksheet.xIs” document

9.2.3 BYPASS APPROVAL

This command is only available to users that are designated as Coordinators for a folder and can be executed at
any time during the review and approval process. Click the right mouse button, and select the Bypass Approval
command from the pop-up menu as shown in Figure 9.2.3. (This is the same as selecting the Bypass Approval
command from the File menu.) This skips the approval process, automatically approves the new version of the

document, and makes it available to all users with access to the folder.

J File Edit “iew Faworites Tools  Help ‘-
J & Back ~ = - | @l search [ Folders £ #History | o 02 % | Eq-
Jnddress Iﬁl Diocumnents j @GD
Mame | Document Stake  # | Modified | Authar | Title
(20 Readonly Folder 91212001 10:28 AM
] Team Foldsr af1ziz001 &:13 AM
@New Microsoft Excel Worksheet  Checked-In 9/10/2001 12:10 P Microsaft Cor, .
Ewili  open Checked-Out 9102001 12:31 PM TR LSER Mew Wion
EE)Test Pew Checked-Out 9f7i2001 7122 PM illiarm Tesk text
Prink Pending approval 972001 3117 PM Microsoft Cor..,  Test Exce
— | Pendingapproval  9/10/2001 12:20 PM

Check Out Published Q112001 312 PM TR

Undo Check Gut

CheckIn

Publish

Zancel Publishing

Soprove
LI— ypass Approval | —’I
g 1

Figure 9.2.3: Bypassing the approval of the latest modifications to the document

9.2.4 CANCEL PUBLISHING

This command is only available to users that are designated as Coordinators for a folder and can be executed at
any time during the review and approval process. Click the right mouse button, and select the Cancel
Publishing command from the pop-up menu as shown in Figure 9.2.4. (This is the same as selecting the Cancel
Publishing command from the File menu.) This stops the approval process and is equivalent to a reviewer

rejecting the changes to a document.
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J File  Edit  “iew Favorites Tools  Help

‘

J HBack - = - | Qisearch [4Fclders & #AHistary ||:E' [ = 2 | -

J Address I@ Daocuments j QGD
MName | Document State 4 | Modified | Aukhor | Title:
@ReadOnIy Folder 1212001 10:28 AM
[ Team folder QLZI2001 313 AM
@New Microsoft Excel Warksheet  Checked-In 9/10/2001 12:10 PM Microsoft Car..,
EAwiliar  open Checked-Out 9f10/2001 12:31 PM TRW USER Hew Worr
Test T New Checked-Out 9i7i2001 7:22 PM wiilliarn Test text
@Test E  print Pending approwal  J72001 3:17 PM Microsoft Cor,..  Test Exce
Pending approwal  9§10/2001 12:20 PM

B Test v -lIoCh DU Published 9112000 312 PM TRW

IndoEhesk Cut

heck In

Publist

Cancel Publishing
ﬂ— QEE;Z:prrnval I LI
o o

Figure 9.2.4: Canceling the review/approval process for the latest modifications to the document
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10 CONTACT LIST

This list contains contact information (e.g., address, e-mail, and phone) for a group of users. To display a
summary of the contact information, click on the Contact List link in the Quick Links section of the CCS Home
page as shown in Figure 10.1. This opens the Contact List page in a separate browser window.

J File Edit ‘ew Favorites Tools  Help |-
| wBack - = - D i | Qosearch GEFavorites (HHstory | BN Sh

Jngdress I@ hittp: ffkrwil fworkspacel |

Home Search Categories Document Library  Subscriptions Management

Search |This site ;l for | Go advanced search
Subscription Summary Mews Gluick Links
Document Subscriptions Welcome to the SharePoint Portal Server Dashboard Site E;?.::cg?_li‘:?dar

Test Word D t.d Provides_an introduction to using and _configuring the Using Quick Link

(;)s ord bocument.doc SharePoint Portal Server dashboard site. sing Quick Links

Using Categories
............................................................ Getting Started Using Search
Folder Subscriptions Meed help getting started? This is the place. Provides

information on adding users, creating folders, indexing external

Administrator’s folder content, configuring the dashboard site and more.

(0}
Using News

Categories Provides information an how to configure the News Web Part,

The Ahnouncements [=11=]

Using Announcements

Provides information on how to configure the Announcements
wieb Part,

Figure 10.1: Accessing the Contact List from the CCS Home page

The default view for the Contact List is a summary of the contact information as shown in the example in Figure
10.2. However, there are multiple ways to view the contact list as seen in the View dropdown list box in Figure

10.2.

/3 http:/ /kms.faa.gov, public/aua700/contacts/?cmd=contents - Microsoft Internet Explo B

|lE

J File Edit “ew Favarites Tools Help

51| 2] | 531 21 | ;|Iilil

J 4=Back ~ = - B} fat | Q)search (G Favorites S History | By S £ @
J.ﬂ.gldress I@ http:/fkms. Faa, govjpublicfaua?00fconkacts) ¥ cnd=contentsa j @Go |J Links **
Bl New 55 [07 % View | Addr ] @)
g . -
N# Public Folders : aua7o0 : ci Detailed & ddreas Cards
Doble, William Fhone List
. JBy Company
Busitiess Phone  T03-343-364 By Location
E-mail william dob(By Followup Flag
Business Address 12011 Sunset Hill: Foad
Reston, W& 20190
Eaton, Perley
Simmons, Ronald
Business Phone  202.267.7052
E-mail Ronald Sivenons@faa. gov
Business Address 200 Independenance Ave.
3W Room 907 Washington,
DC 20591
Waybright, Melissa
Busitiess Phone  T03-343-3677
E-mail melissa waybtight@trw. com
Business Address 12011 Sunset Hill: Foad
Reston, W& 20190

Figure 10.2: Summary contact list
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To edit one entry in the list, click on the link that is the contact’'s name seen in Figure 10.2. This will display the
detailed information from Figure 10.3 for the selected user. To add a new contact to the list, click on the New link
shown at the top of the page in Figure 10.2. This will open a new page with all of the detailed contact fields in
Figure 10.3 blank. Enter all the requested information and click on the Save and Close link at the top of the
page. This form also allows for printing and deleting of the information.

/3 untitled -- Contact - Microsoft Internet Explorer B8 | | 1| [0 [0 [ | | 20 | | B | =Lzl ]
Bave and Close % * ‘ ® -Fé Cil (Il
General | Details

g Last Hame: I @ Business Phone I
Fitst Matne: I Home Phone I
Middle Mame: I IMobile Phone I
Job title: I IAssistant Phone j I
Compay: I
File As: ILast, First j
@ IEIusiness Address 'l IE—ma.il 'I
M ailing address [ Display Name: I
Street: d E-mail address: I
L ;I_I L
Citsr: I
State/Province: I
Postal Code: I {;‘% Weh page address:
Country/Region: I
ﬂ Attarhments Llﬂ
& I_l_lﬂ Internet

Figure 10.3: Detailed contact information
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11 GROUP CALENDAR

The Group Calendar shows events that are not assigned to a specific person but are applicable to a group of
people. To access the Group Calendar, click on the Group Calendar link in the Quick Links section of the CCS

Home page as shown in Figure 11.1. This opens the Group Calendar in a separate browser window.

Draft - Using the Collaborative Communications System (CCS)

J File Edit “ew Favarites Tools Help

J GiBack ~ = - () fat | Q)search (G Favorites S History ||%v =8

-H &9

J.ﬂ.gldress I@ hittp: ffkrwi] fworkspacel f

Subscription Summary

Gluick Links

Categories

Document Subscriptions

Test Word Document.doc

(o)

Folder Subscriptions

Administrator's folder

(o)

Welcome to the SharePoint Portal Server Dashboard Site

Provides an introduction to using and configuring the

SharePoint Portal Server dashboard site,

Getting Started

Meed help getting started? This is the place. Provides

infarmation on adding users, creating folders, indexing external

content, configuring the dashboard site and more.

Using News

Provides information on how to configure the News Web Part,

The Ahnouncements =S|

Using Announcements
Provides information on how to configure the Announcements

Wweb Part,

Group Calendar
Contact List
Using Quick Links
Using Categories
Using Search

Figure 11.1: Accessing the Group Calendar from the CCS Home page

You can view the calendar by day, week or month. Figure 11.2 shows the monthly view of the calendar. To edit
an event in the calendar, double-click on its title. This will display the detailed information from Figure 11.3 for the
selected event.

| Hie  gac wew

Favarires

10015 HEIp

J 4=Back - = - ) ﬁ| i@ Search [GlFavorites £ #&Histary ||%v =N | 2D

Jngdress I@ http:{fkms.Faa.govipublic/aua?i0/calendar?cmd=contents&view=monthly

= P |[Lnks »

Lahor Dav Holidav

10 11 12 13 14 15
16
17 18 19 20 21 22
23
24 25 26 27 28 20

30

Figure 11.2: Group calendar page (monthly view)
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To add a new event to the calendar, click on the New link shown at the top of the page in Figure 11.2. This will
open a new page with all of the detailed event fields in Figure 11.3 blank. Enter a Subject, Location, Start and

End Time and a message in the text box.

/3 Untitled -- Appointment - Microsoft Internet Explorer i ]
Save and Close gPﬁnt| ! + | +% Recuttence @J Inwvite Attendees @
Appointment ‘

Bubject: ||

Location: I

Attachments:
Start time: [Sun 8/26/2001 - ||5a0Em | T Al day event
End time: [Sun 8/26/2001 = ||pon Fra |

Show time as: IBUSY vI
[~
=

& ’_ ’_ |4 tnternet Vv

Figure 11.3: Detailed calendar event information

If the event is recurring, click on the Recurrence link at the top of the page shown in Figure 11.3, and enter the
recurrence pattern (see Figure 11.4). Click on the Save and Close link at the top of the page shown in Figure

11.3 to save the event to the calendar.

3 Recurrence pattern -- Web Page Dialog

— Appointment time

Start: |9:nn AN j

Eyd: |1u:nn AN j

~ Becurrence pattem

C Dails Becurs every |1 weekis) on
i+ Weekly I Sunday ™ Mondsy | Tuesday | Wednesday
" Monthly I~ Thwsday M Friday I~ Saturday
. Yearlsy
~ Bange of recurrerice
Staxt: [Fri 91712001 | " Mo end date
- End after: Il':' OCCUITENCeS
(+ Endby: |Thu 12/62001 |
OE Caneel Remove Becurrence |

Figure 11.4: Entering the recurrence pattern for an event
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12 NETMEETING AND CONFERENCING

The CCS provides links on its Home page to schedule and join conferences. See Figure 12.0.1 for the Schedule
a Conference and Join a Conference links in the Quick Links section of the page.

<} Home - Microsoft Internet Explorer H |@IEI =151l

J File Edit Wiew Fawarites Tools Help

J GBack ~ = - £} i | {QhSearch [GfFavorites £ &Histary | By S5 e - 5D
J.ﬁ.gdress I@ http:{ftrwi 1 fworkspace 1 j P eo “Links e
Eham Home | Help BX
Home Search Categornies Document Library Subscriptions
Search |This site =l for | Go | Advanced search
Subscription Summary MNews Cluick Links
Document Subscriptions Welcome to the SharePoint Portal Server Dashboard Site 121 8 Conference
. ) . . L Schedule a Conference
Test Word Document.doc Provides an introduction to using and configuring the Group Calendar
') : SharePoint Portal Server dashboard site. Contact List
............................................................ Getting Started Using Quick Links
Folder Subscriptions Meed help getting started? This is the place. Provides
information on adding users, creating folders, indexing external
Team folder (0) content, configuring the dashboard site and more.

Category Subscriptions Using News

Provides information on how to configure the News Wweb Part,
Category 1 (0)

............................................................ The Announcements

search Subscriptions

o Using Announcements
You searched "this site Provides information on how to configure the Announcernents
for "excel notepad”™. (1) wieh Part.

@ Test Excel Worlishest

Categories

[]

|@ l_l_ (2 Local inkranet
Figure 12.0.1: Conferencing links on the CCS Home page

12.1 SCHEDULING A CONFERENCE

Click on the Schedule a Conference link in the Quick Links section of the CCS Home page. This takes you to
the page shown in Figure 12.1.1.
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JEiIe Edit View Favorites Tools Help

3 Microsoft Dutlook Web Access - Microsoft Internet Explorer I@IE' ===

J A~ | tat | Qhsearch [GeFavorites £ ZHistory ||%v = e & D

Jnc_ldress I@ http: i kms Faa. gov/exchange!

x| o |JLinks =

Shortouts iam Doble : Inbox

There ate no items to show in this wiew

Fuolders

4

Subyect Received ™

) Wew = | 9 Reply €5 Replyto all o Forward % 5 % @ EiewlMessagas

Size

| o

|&] Done [ [ |4 nternet

Figure 12.1.1: Your Microsoft Exchange inbox

Click the New button at the top of the page and select the Appointment option that appears in the resulting

dropdown menu as shown in Figure 12.1.2.

J File Edit Wew Favorites Tools Help

) Microsoft Outlook Web Access - Microsoft Internet Explorer = |@IEI =] x|

J dBak + = - (D at | Qhsearch  GFavorites  {HHistory ||%v = E N

Jngdress I@ http:ffkms.Faa.goviexchange/

j @G0 “Llnks &

e

Shotteuts

Ilessage

Contact
@ Postin This Folder
] Folder

st Conference

Foldets 4

NewF‘ 4 Reply 50 Reply to all o Forward| 55 [ % @ View |Messages

Received ©
2001 4:19 P

| i

|@ http:)fkms.faa, gov/exchangefwdoble/Inbox/*Cmd=contents# | ] ’_,_|° Inkernet

Figure 12.1.2: Scheduling a conference by sending an e-mail appointment to all attendees

Scheduling a conference involves sending an e-mail appointment to a special user account called “conference”.

Enter the e-mail addresses of all attendees (including “conference”); specify the date/time of the conference; and
enter a subject to describe the purpose of the conference. (You can either separate the e-mail addresses with a
semi-colon or push the Save button after entering each address.) Push the Send button at the top of the page to

actually schedule the conference. An example is shown in Figure 12.1.3.
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o 1 5 L1 ] S B R

a Untitled -- Appointment - Microsoft Internet Explorer
0 | = DT VS S
Appointment I Avrailabilitsy ‘

Requited... | conference; william. doble@tnr. com; melissawarbright(@tnw. com
[

Optional .. ||
Resources.. ||

r Request Responses
Subject: ITestConference

43 Recutrenice !3( Cancel Invitation

=] gend [ Save

Location: I

Attachments:
Start time: [Fri 9/14/2001 | Ja00 Pra ~| I all day event
End time: [Fri$/14/2001 ~||5:00 Pra -
Show time as: IBuSy vl

[
Figure 12.1.3: Entering information about the conference to be scheduled

When the conference has been scheduled, you will receive a confirmation e-mail message on the page shown in
Figure 12.1.1. (See Figure 12.1.4.)

j Microsoft Outlook Web Access - Microsoft Internet Explorer |@% =2l x|

J File Edit ‘iew Favorites Tools Help
J HBak - = - @ o3 | @Search (3] Favorites @Hlstary ||%- =] - @ & >3

| agdress [@] hitpiffims Fas.goviexchangef | e HLinks »

Mlm [ Mew ~ ©4¢ Reply €0 Replytoall 98 Forward B 13 % (0 Fiew [Messages

Y& William Doble : Inhox
! % 0 From Subject. Received © Size
5 e Accepted: Test Conference Fri%/14/2001 419 PRI 1 KB

Shorteuts

Folders A | _.I
& [ g meermet

Figure 12.1.4: Reply to request to schedule a conference

The contents of this confirmation e-mail message are shown in Figure 12.1.5.
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2 Test Conference - Microsoft Internet Explorer = o ]
@0 Repty| S| BY X &)
From: conferenice Sent:Fri 971402001 4:19 PV

To: Williatn Dohble

e

Whet: Friday, September 14, 2001 4:00 PM-5:00 FI.I

Location:

Bubject: Accepted: Test Conference

Attachments:

| »

Your scheduled online meeting was accepted by Microsoft Exchange 2000 Conferenicing Server.
The following link showld be sent to all participants to enable them to join this meeting,

"HTTE Mlms faa gowfconferencit o
id=BAAsATTALLBOxheOGol gt A A A A A AAALLAAALLSAASLAAASSS AN whASHEZDVIW T WIkaOA S SAH

If ywou are ueging Microsoft Outlook 2000 or abowe, scheduling an online meesting using Microsoft Exchange Conferencing

Figure 12.1.5: Confirmation e-mail message of scheduled conference

12.2 JOINING A CONFERENCE

Click on the Join a Conference link in the Quick Links section of the CCS Home page. This takes you to a page
like the one shown in Figure 12.2.1.

J Eile Edit ‘ew Favorites Tools Help

/2 Microsoft Exchange 2000 Conferencing Server - Microsoft Internet Explorer NIQIEI -8 x|

J Back ~ = - () fat | Qy5earch (G Favorites £ &History ||%- =3 i 5 D
Jngldress I@ http:fkms.faa, gov/conferencinglist. asp j @Go |JLinks >
-
Available Meetings (Use Browser Back Arrow to
Return)
Start Date Meeting Subject (click to join) Organizer
142001 530 A1 VESOIT CONE Clark Mchdakan
91472001 4:00 Pt Test Conference WWilliam Doble

Figure 12.2.1: Listing of all the current and upcoming conferences

When it is time for the conference to occur, click on the link in Figure 12.2.1 that is the name of the conference
you previously created (“Test Conference” in this example). This shows the page displayed in Figure 12.2.2.
This is the page where the conference occurs. You need Internet Explorer and at least NetMeeting version 3.01
installed on your computer to participate in a conference.
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/3 Microsoft Exchange 2000 Conferencing Server - Microsoft Internet Explorer wl 7 @' ﬂ &l x|
J File Edt Wiew Favorites Tools Help

J GBack ~ = - (D at | Qhsearch [ Favorites £ History ||%v =R iR L D

| Address |@ HEDYWEVWIkAQARAHS LMIESRKNBOCOLRUNCLTRER LILEQUZFOC 1 BOTASNZMIQTcWNDI3AA==85T=2001:9:14:20:0:08P= | (¥Ga |JLinks E2

Remote Video Local Video

help refres

Conference in
Session

The conference ends in:

00:33:19

Extend Time...

Subject:
Test Conference -
Start Time (local time): Name | ¢=] Share an application. First, start
9/14,/2001 4:00 PM € Microsoft Exchange KMS2000 H,323 Ca... Then click this button and select th
End Time (local time): £ viiam Dble from the dialog bo?(_ T_‘O give. atoth
9/14/2001 5:00 PM control of the application, click All
Organizer: . . . . @ Chat. Click to chat with other par
William Doble [ | | | .
Recource: D@ Z 2] Draw on a whitehoard. Click to
conferencé || participants can use to make sketc—
Change Resource... - #2] Send a file. Click to send a file to _
4 | »f |4 i |
|&] pone [ [ eernet

Figure 12.2.2: Conference page

At the bottom of the page in Figure 12.2.2 is a list of attendees and four buttons. From left to right, the buttons
are for sharing an application/desktop, chatting, drawing on a whiteboard, and sending a file. Each of these is
discussed in more detail in the subsequent sections.

12.2.1 SHARE AN APPLICATION/DESKTOP

One of the options in a conference is to share one of the applications running on your computer or your entire
desktop with the other attendees. Doing this means that all the other attendees will have access to your
application or desktop. In Figure 12.2.3, you specify the item to be shared (i.e., an application or your entire
desktop) and whether or not you will allow anyone to take control of the application or desktop. “Taking control”
means that someone can assume control of your application or computer and perform actions as if you were
doing them.
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= Sharing - Desktop M =] |

— Share Programs

Select an item to share with ather people in the meeting, and
then click Share.

] Microsaft Office Shaortcut Bar

@ Microzaft Exchange 2000 Conf Unshare
ShareFaoint Training - Microsaft
@ CCStraining schedule - Microso
T wirZip - CCS - NotesDarik Pat

K1 I

[T Share infue color

Unzhare Al

— Contral

Click to preseent ather people from controlling paur shared
programs of desktop.

Frewent Cantral

v autamatically accept requests for controf

[ Do not disturb with requests for contral right now

Cloze

Figure 12.2.3: Sharing an application or desktop
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For this example, assume that User A shares his/her entire desktop with all the conference attendees and allows
other users to take control of the desktop. All others attendees see a window like the one shown in Figure 12.2.4,
the shared desktop of User A. You can take control of that desktop by double-clicking the mouse and then
manipulate anything on the desktop (e.g., run an application or edit a file). User A can retake control of the
desktop by double-clicking his/her mouse again.

= TRW user's desktop - controllable E @'EI =181

Contral  Wiew Help

Figure 12.2.4: Window for sharing another conference attendee’s desktop

“Sharing” can be one way to have multiple users simultaneously work and collaborate on the same document.

12.2.2 CHAT

You can exchange text messages with all other conference attendees in a group chat room as shown in Figure
12.2.5. Enter the text to send in the Message field and push the button next to that field.
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€ Chat - chatting with 1 other{s) (_ O
File Edit ‘iews Help

willian O oble

Mezzage fromwiliam
TRW uzer

Meszzage from TRW uzer

Mezzage:

=
4

Send To:
I@ Eweryone |n Chat

|Chat is active

Figure 12.2.5: Conference attendees chatting

12.2.3 DRAW ON A WHITEBOARD
In a conference, you can also draw pictures on a shared whiteboard. In the example shown in Figure 12.2.6, one
user in a conference drew the two horizontal lines at the top of the page, and another drew the solid box at the
bottom on the page. Each conference attendee saw just one whiteboard on which both users made their

drawings.

g Untitled - Whiteboard - using whiteboard with 1 other(s)
File Edit Yew Tools Help

=
1 | »

an e SFT RIS
|Windc-ws Syskem menuy A

Figure 12.2.6: Drawing on a shared whiteboard

12.2.4 SENDAFILE
Conference attendees can send files to each other. In Figure 12.2.7, you select the Add Files command from the
File menu and choose the files from your local hard drive using the standard Windows file dialog.
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F File Transfer - In a call M= EE

lﬁ Help
add Files. .. '— |—-
Remave Files 9 | D | IE‘\"EF_'HDHE j

Send Al Cize [ status [ modified |
Send| & File

Stop Sending

Cpen Received Folder. ..
Chanige Folder

Exit

|.C'.|:Ids selected files to the lisk of files to send | | @. A

Figure 12.2.7: Selecting files to send to another conference attendee

When the files have been specified, select the Send All or Send A File command from the File menu to send the
file(s) to the specified users. See Figure 12.2.8 for an example.

g File Transfer - In a call [_ O

|File Help
dd Files. ., [ |_
feld Fles al ml IEver_l,u:une j

Remove Files
Send Al Size | status | modified |
Send & File 169,472 05/08/2001 05:10 PM

Stop Sending

Cpen Received Folder. ..
Change Folder

Exit

|Senu:|5 files to selected meeting participants | | _)El. o

Figure 12.2.8: Sending files to another conference attendee
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13 MODIFYING DOCUMENTS (VIA A BROWSER):

13.1 ENHANCED FOLDERS:

To edit a document in an Enhanced folder, you must first check it out. Checking out a document means that you
are securing for yourself the right to exclusively modify it. If you check out a document, no one else can modify it
until either you check it in or undo your check out of the document. Click the Show Actions link for the document
that is to be modified as shown in Figure 13.1.1.

3 Document Library - Microsoft Internet Explorer B |@ E' - |E' |1|

J File Edit ‘“iew Faworites Tools Help |

J $aBack ~ = - @) ﬁ| Qhsearch (gl Favorites £ #History ||%v S g

Jngdress I@ http: fftrwil fworkspace] Document s, j 6o H Links **

% Document L|brary Content | Layout |

Home Search Categories Document Library Subscriptions Management

Settings | Help

search IThis site ;I for | Go Advanced search
Documents
(@ Docurment Library : Documents # Up One Folder

Subscribe | Add Sub-Folder | Add Document

Documents

Hide Descriptions Items: 5
Sort by: author | Title - | Date

(2 Administrator's folder
[ rReadonly Folder

W) <No Title Modified: 9/7/2001 suthor: TR
Test Word Docurnent.doc Version: Status: Checked out
Discuss | Subscribe | Show Actions

) Test Excel Worksheet Modified: 9/7/2001 Author: Microsoft Corporation
Test Excel worksheet.xls Version: 1,1 Status: Pending approval
Discuss | Subscribe | Show Actions

ggTest text document Modified: 9/7/2001 Author: william
Test Text Document.txt Wersion: 1.1 Status: Checked in

Discuss | Subscribe | Show Actions

Figure 13.1.1: Clicking the Show Actions link as part of editing document in an Enhanced folder

13.1.1 CHECKOUT

Click the Check Out link on the Document Inspection page as shown in Figure 13.1.2. Notice that the current
draft version of the “Test Text Document” document is 1.2 in this example.

/2 Document Inspection - Microsoft Internet Explorer =i |Qlﬂ =& =l

J File Edit “iew Favorites Tools Help |

J &= Back ~ = - @ i | @Saarch (5] Favarites @History ||%v =h % - E & @

| Address [&] 20Text220D0cument txtPCmd=TahosPortalaPortalCmd=TnspectBLHToR sturmTo=http®,34 ftrw01 fwarkspace LiDocuments] =] 6o |JLinks »

h Document |r|5pecti0r| Content | Layout | Settings | Help
Actions Information
2 Back to previous view [£] Test text document
Test Text Document.bxt
= Delete
® Rename Draft version 1.2
= Check Out
R ﬁ Status: Checked in
. v:rslison bistor vodified:  9/18/2001
v Version: 1.2
Folder: JDocurnents
URL: http:Atrwil 1 Waorkspace L/SHADOW, Dacuments/Test%20Text% 20Docurnent
(1.2) ket
Profile: Base Document
Title: Test text document
Author: williarm

keywords:  Motepad; Microsoft
Description:

Created: 9/7/2001

Size: 136

Published version
URL: http:/ftrwd 1 iorkspace L/Dacuments/Test% 2 0Text% 20 Docurnent txt

Figure 13.1.2: Clicking the Check Out link as part of editing the document in an Enhanced folder
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Click with the right mouse button on the link that is the document’s title and select the Save Target As command
(Save Link As if you are using Netscape) in the pop-up menu as shown in Figure 13.1.3 to save this version of
the document to your local hard drive. Edit the document from your hard drive.

/3 Check Dut Document - Microsoft Internet Explorer

J File Edit ‘ew Favorites Tools  Help

EHIAIR 2] 15 x]

| wBak - = - @D iat | Qsearch GEFavorites (HHstory | BN Sh

-EH &9

Check out a document

Jngdress I@ k% 3FCmd% 30T ahoePortalte 26PortalCmd%: 30 Inspect % 26Ur ToReturn To % 30http %2534/ ftrwD 1 fWorkspace /Documents) j f\)GD |J Links **

Open Link
Cpen Link in Mew Windaw

Save Target As...

The docurnent you selected is now checked-out in
your name, Other users cannot edit this document
until you check it back in.

To work with this document, you must download it
to your computer,

Prink Target
Shiow Pickure
To do'  5aue Picture As... our computer:

1. Set as Wallpaper d then select the command
thi Set as Desktop Item... ocurment to your computer,
Mo rommand may vary depending
on £, and Save Target As are
co Copy

Copy Shorkeut .
2. 7 lete the necessary actions to
do  Faste comnputer,
3. &dd ko Favorites, .. downloaded, click QK at the
bo

Properties

Test Text Docurment{l.3).txt

Figure 13.1.3: Saving the “Test Text Document” document to your local hard drive

Push the Ok button on the Check out a document page as seen in Figure 13.1.3 to return to the Document

ok

Inspection page. Now, the current working copy version of the “Test Text Document” document is 1.3 and the
status indicates that it is checked out as shown in Figure 13.1.4.

3 Document Inspection - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help

J =Back - = - @ at | @Search (G Favorites @History ||%v =] % - & D

JAgdress I@ 20Text°.-"02DD0cument.txt?Cmd=Tah0eP0rtal&PortaICmd=Inspect&UrIToReturnT0=http°.-"03A,l’,|’ter1,l'Workspacel,l’Documents,fj @Go |JLinks »

Actions Information

? Back to previous view

(£] Test text document
Test Text Document.txt

Working copy version 1.3

Checked out to HHSOIG administrator
9/18/2001

1.3

SDocuments

http:/ftrw0l/ morkspace IL/SHADOW/Documents,/ Test¥ 20Text% 20D ocument
(1,304t

= Delete

® Rename

= Undo Check Qut Statue:

* Check In Madified:

* Publish Wersion:

= Yersion History Folder:
LURL:
Profile:
Title:
Author:
Keywords:
Description:
Created:
Size:

Base Docurnent
Test text document
williarm

Motepad; Microsoft

9/18/2001
136

URL:

Last draft version

http:/ftrw0l/ morkspace IL/SHADOW/Documents,/ Test¥ 20Text% 20D ocument
(1.2t

URL:

Published version

http:/ftrwll/ M orkspacel/Documents,/Test% 20Text% 200 ocurnent txt

|

L+l

3]

’_ ’_ (28 Local intranet

Figure 13.1.4: Document Inspection page when the “Test Text Document” is checked out
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13.1.2 UNDO CHECK OuT

After checking out a document, if you determine that you are not going to actually make modifications to it, you
can undo the check out and make the document available for changes by other users. Do this by clicking the
Undo Check Out link on the Document Inspection page as shown in Figure 13.1.5.

A Document Inspection - Microsoft Internet Explorer & I ]

File Edit View Favorites Tools Help

1| 01 | R e _|IiI5I

GBack v = - (@D (2] A Dsearch [Favorites BHstory BN S - E & D

| address [ @] zText¥20D0cument. tat7Cme=TahosPortaliPortalCmd=inspectaUrToRetumTo=htt ™ 38/jtrw0 1 fwarkspacet Documentsf 7| @Go |Junks B

™z Document Inspection Content | Layout | Se
Actions Infermation
2 Back to previous wiew Test text document
- Test Text Documnent.txt
= Delete
= Rename Working copy version 1.3
: W Status: Checked out to HHSOIGYadministrator
. Fublich Maodified: 97,2001
= Wersion Histary version: 13
Folder: /Documents
URL: http:/ftrwol/ workspacel/SHADOW /Documents/ Test% 20Text% 200 ocument
(1,394t
Profile: Base Documnent
Title: Test text documnent
Author: williarn
Keywords: Motepad; Microsoft
Description:
Created: 9/7/2001
Size: 138

Last draft version
URL: hitp: ##triwD 1/ Workspacel/SHADOW/Documents/Test% 20Text %200 ocument
(1.2t

Published version =l
|@ jawascript:(void 0); ’_’_ (2F Local intranst.

Figure 13.1.5: Clicking the Undo Check Out link for the document in an Enhanced folder

13.1.3 CHECKIN

When you are finished making your modifications and want to have the changes reviewed, you must check in the
document. Click on the Check In link on the Document Inspection page as shown in Figure 13.1.6.

‘3 Document Inspection - Microsoft Internet Explorer =2 IQIEI =] x|

JEiIe Edit Wiew Favorites Tools  Help |

J dmBack + = - (D 7l | isearch  [GlFavorkes £ HHistory ||%v =3 B £ D

Jﬂﬂdress |@ 20Texk20Dacument. bt ?Crmd=TahoePortaldPortalCmd=InspectUr T oReturn To=http %34/ /w01 fWorkspace L Dacuments j @G0 “unks &

ham Document Inspection Content | Layout | Settings | Help
Actions Information
? Back to previous view Test text document
Test Text Document.txt
= Delete
= Rename Working copy version 1.3
: g:‘:ikc:_‘ec:k aut Stat.u.s: Checked out to HHSOIGhadministrator
r— Modified:  9/18/2001
. . Wersion: 1.3
° Version History Falder: fDocurnents
URL: http: w01/ Warkspacel/SHAD O/ Documents, Test¥% 20Text¥ 20Document
(1.3) 4t
Profile: Base Document
Title: Test text docurnent
Author: William
Keywords: Motepad; Microsoft
Description:
Crested:  9/18/2001
Size: 136

Last draft version

URL: http:Aftrw 01/ Work space 1/SHADOW,/Documents/ Test% 20Text% Z0Document
(1.2} kxt _
Published version LI
|@] Click here to checkin this document. ’_ E Lacal intranet

Figure 13.1.6: Clicking the Check In link as part of editing the document in an Enhanced folder
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Next, enter the path and name of the document from your hard drive that you were editing as shown in Figure
13.1.7 (If you push the Browse button, you can use the standard Windows file dialog to select the document on

your hard drive.) and push the Continue button.

/3 Check In Document - Microsoft Internet Explorer

J File Edit ‘ew Favorites Tools  Help

| <l 5 2 2 =2 ;|lilzl

J P Back - = - @ at | @Search [ Favarites @History ||%- =R ﬁ o

J.ﬂ.gldress I@ k% 3FCmd% 30T ahoePorkalte 2 6PortalCmdS: 30 Inspect 4 26U ToReturn To % 3Dhttp 52534/ ftrwd fWorkspace] [Documents| j @GD |J Links **

Check in document

Check in this docurnent:
(2] Test text document

Test Text Document. txt
If vou have copied the document to your
camputer and rade changes, yvou need to copy it
back to the workspace in order to check in a
version with your changes.

I Copy the document from my computer to the

workspace

Document file name:

|ettings\sBlleS\Desktop\TestText Docurnent{1.2)txt  Browse.. I

Figure 13.1.7: Entering the path/name of modified file when updating document in Enhanced folder

Finally, you can provide a short description of the changes made and enter meta data or profile (e.g. title,

Continue I Cancel |

keyword, author, description) information for the document as shown in Figure 13.1.8. This information describes
the document. Itis a good idea to be in the habit of entering version comments whenever a document is checked

in. It will make it easier to understand the changes made in a particular version of a document at a later time.

/3 Document Profile - Microsoft Internet Explorer

J File Edit Wew Favorites Tools Help

| e 3 5 21 | 2| A2 _||i|5|

J &Back - = - @) i) | Qy5earch [ Favorites £ #History ‘ B S B - 23

J Address I@ d=TahUaPUrta\°.-’o26PUrtalCmd=Inspect°fo26UrITUREtumTU=http°.fo253n,l’,itrw01,iWUrkspace1,I’Ducuments,i&check]nOrPubhsh:j @Go “L\nks £

[ YErsiuTT CUTITITETITS

Enter cormments about this version of this
docurnent,

Enter your version comments:

I added an extra line of text at the end of the document, |

Figure 13.1.8: Entering profile information about the document updated in an Enhanced folder

=
Document profile
Checking in this docurment: I fil
(] Test text document selectialprofile;
Test Text Document({1.2) txt IBasa Docurnent ;I
The information you provide in the document Titl
profile will ensure quality search results for ather e
users of this workspace, ITBSt text documnent
* Indicates required information
Author
[william
Keywords
INotepad; Microsoft
Use semni-colons to separate multiple values.
Description
=
=
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13.1.4 PuUBLISH

After the document has been checked in, click on the Publish link on the Document Inspection page as shown in
Figure 13.1.9 to start the review process for the document. (The Review and Approval process is discussed in
detail in the Document Review section.)

/3 Document Inspection - Microsoft Internet Explorer H | -] @ﬂ 17 x|

J File Edt Wiew Favorites Tools Help |

J daBack ~ = - (@) it | {Qhsearch [Favorites & #4History ||%v =R iR £ @

J»"\ddTESS I@ 20Taxt%20Document.txt?Cmd=Tah0ePortaI&Porta|Cmd=Inspect&UrIToReturnTo=http°.-"03n,l’,l’ter1,I’Workspacal,l’Documents,l’j @GD |J Links **

™z Document Inspection Content | Layout
Actions Information
# Back to previous view % Test text document
Test Text Document.txt
= Delete
= Rename Draft version 1.2
: E::IT:hOUt Stat.u.s: Checked in
R m History Modlfled: 9/7/2001
Wersion: 1.z
Folder: fDocurments
URL: http:Aftrw0l/ Workspace 1/ SHADOW /Documents,/Test% 20Text% 2000cument
(1,27 tnt
Profile: Base Document
Title: Test text document
Author: williarm
Keywords: Motepad; Microsoft
Drescription:
Created: 9/7/2001
Size: 136

Published version
URL: hitp:/ftrw0 L W arkspacel/Docurmnents/ Test% 20Text% 2000 curnent. txt

Figure 13.1.9: Clicking Publish link to submit changes to document for review in Enhanced folder

After clicking on the Publish link, you then must in the resulting dialog box confirm that you want to submit the
document for review and approval by pushing the OK button as shown in Figure 13.1.10. Pushing the Cancel
button will cause the document not to be submitted for review.

Microsoft Internet Explorer x|

@ Are wau sure that wau want ko publish this document?

Zancel |

Figure 13.1.10: Confirming submitting the changes to a document for review in an Enhanced folder
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14 ADDING DOCUMENTS (VIA A BROWSER)

To add a new document to a folder, click on the Add Document link in that folder as shown in Figure 14.1.1.

/3 Document Library - Microsoft Internet Explorer IQIEI 18| x|

J File Edit “ew Favarites Tools Help

J waBack - = - @ it | @Search (3] Fawoarites ®History ||%v =8B & &

J.ﬂ.gldress I@ http: )} fkrwil "Workspace 1 {Documents, j @Go |J Links **

"™z Document Library

Documents

Document Library @ Documents # Up One Folder
Subscribe | Add Sub-Folder | Add Document

Documents

Hide Descriptions Items: 5
Sort by: Author | Title & | Date

1 administrator's folder
ReadOnly Folder

W] <No Title Modified: 9/10/2001 author: TR
Test word Docurnent.doc Wersion: 1.0 Status: Published
Discuss | Subscribe | Show Actions
é}ﬂ:]Test Excel Worksheet Modified: 9/7/2001 suthor: Microsoft Corporation
@ lest Excel warksheet.x|s Version: 1.1 Status: Pending approval
Discuss | Subscribe | Show Actions
;%Test text document Modified: 9/7/2001 Author: william
@ Test Text Document.txt Version: 1.3 Status: Checked out

Discuss | Subscribe | Show Actions

Figure 14.1.1: Clicking the Add Document link to add a new document to a folder

You will then be prompted to specify the path and name of the new document. The Add a Document page looks
slightly different depending on whether the document is being added to a Standard or Enhanced folder. This
page for an Enhanced folder is shown in Figure 14.1.2. If you choose the Check in the document option and
push the Continue button, the new document will be checked in and added to the folder but will not start the
review and approval process. If the Publish the document option is chosen, the new document will be checked
in and added to the folder, and the review and approval process for the document will automatically be started.

/) Add Document - Microsoft Internet Explorer IQIEI =12l x|

J File Edit “ew Favarites Tools Help

J GiBack ~ = - () ot | Qysearch (G Favorites £ History ||%v =8B &2 D

J-ﬂddress I@ ace1,I'Documents,l'?Cmd=TahoePortaI&PortaICmd=LlpIoadNewDoc&UrIToRetumTo=http°.f03n,l',l'trw01,I'Workspacel,l'Documents,l'j @GD |JLinks »

Add a document

#dd a docurnent to this folder: D ¢ fil
[#] Documents ocument file name:
................................................................................................ I;\sBlleS\Desktop\New Micrasoft Excel Worksheet.xls  Browse.. I
Select the document to add to the workspace
folder. Then choose whether you want to check in
ar publish the docurnent, * Check in the document
Authors in the folder can wiew and edit it. It will not appear in
search results or categories until it is published,

" publish the document
Readers in the folder can see it if no approval process is pending.
It will appear in search results and in categories when published.

Figure 14.1.2: Entering path/name of the local file when adding new document to Enhanced folder
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The Add a document page for a Standard folder is shown in Figure 14.1.3.

/) Add Document - Microsoft Internet Explorer

J File Edit ‘ew Favorites Tools  Help

8 | 0 1 2 ) Tmﬂ

| wBack ~ = - @ a} | Qsearch [EFavorites (AHstory | By Sh

-EH &9

J.ﬂ.gldress I@ rkal&PortalZmd=lploadMewboc I ToReturn To=http &34/ ftrwil fwiorkspace ] [Documents | Administr ator %2 7s %252 0Falder j @GD |J Links **

Add a document

#dd a docurnent to this folder: D neT

1 Administrator's folder gcument fie name:
................................................................................................ bnd Settingshs512113DesktophMNew Text Document txt  Browse... I
Select the docurnent to add to the workspace

folder. Then choose whether you want to check in

or publish the document,

Continue I Cancel |

Figure 14.1.3: Entering path/name of the local file when adding new document to Standard folder

After you push the Continue button on the Add a document page, the page in Figure 14.1.4 is shown. This allows
you to enter version comments and profile information for the new document. (The version comments are not

available when adding a new document to a Standard folder.)

/3 Document Profile - Microsoft Internet Explorer

J File Edit “ew Favarites Tools Help

B | <0 51 2 i 2 2 ;|Iilil

J GiBack ~ = - () fat | Q)search (G Favorites S History ||%v =8

-H &9

J.ﬂ.gldress I@ rofilefariginalPortalZmd=uploadnewdoc i ToReturnTo=http: fftrwd] fidorkspace 1 (Document sf&CheckIndrPublish=CheckIn j @GD |J Links **

TETSTUTT CUTITIITETITS

Enter cornrments about this version of this
docurnent.

Enter your version comments:

This new Excel spreadsheet with updated graphs. ;I
|
Document Profile
Adding this docurnent:
@ <No Title Select a profile:
= New Microsoft Excel Worksheet.xls IBase Document LI
The infarmation you provide in the docurnent Titl
profile will ensure quality search results for other 0iL2
users of this workspace, I
* Indicates required information
Author
IMicrosof‘t Corporation
Keywords
|E><ce|
Use semi-colons to separate multiple values.
Description
[~
|

Figure 14.1.4: Entering profile information for a new document
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15 ADDING/MODIFYING DOCUMENTS (VIA OFFICE 2000):

15.1 STANDARD FOLDERS

To edit a document in a Standard folder using Office 2000, select the Open command in the File menu of the

Office 2000 application and navigate to the Web Folder containing the document to be modified as in the example

shown in Figure 15.1.1.

@ Docurnents

FH] Desktop
2 My Computer
g Web Folders
@ alA-Fo0Workspace on kms. .
- Docurnents
@ 314 Floppy (A0
(= Local Disk (C:)
@ Compack Disc (1)
=2 Users on ‘Resva-fs3' (G
=2 devenv on fes_nt2' (T:)
My Metwork Places
ey My Documents
[ Exchange
[C1 nims documents
I:l SwstemEngineering
=% FTP Locations
=l AddiMaodify FTP Locations

= |@}{ﬁvmul§v

2%

File name: I

=l = Cpen |~

Files of type: I.ﬁ.ll Files

j Zancel |

Figure 15.1.1: Navigating to document to be edited in Standard folder using Office 2000 file dialog

Once the document has been opened, you simply modify it as if it were on your local hard drive. When you save
your changes, you will see a dialog like the one shown in Figure 15.1.2 indicating that the Office 2000 application

is saving the document back to the Standard folder in the CCS.

Transferring File...

TransFerring

‘htkp: [ ftrwn] fwarkspace 1 Documents) Adminiskr:
Folderfadministrator's Word Document, doc’

To add a new document to a Standard folder, simply save the new file to the desired Web folder.

Figure 15.1.2: Dialog indicating that the Office 2000 application is saving changes to the document
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15.2 ENHANCED FOLDERS

To edit a document in an Enhanced folder using an Office 2000 application, you must already have checked out
the document. At this point, you open and edit the document as described for Standard folders.

When you are finished making your modifications and want to have the changes reviewed, you must check in the
document. Select the Check In command from the File menu of the Office application. After the document has
been checked in, select the Publish command from the File menu to start the review process for the document’s
changes. You can add a new document to an Enhanced folder by simply saving it to the desired Web folder.
Doing this creates the document in the folder and keeps the file checked out. You then need to follow the
instructions in this section for checking in and publishing a document in an Enhanced folder.
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16 VIEWING A DOCUMENT’S VERSION HISTORY

16.1 VIA BROWSER

To view the version history of a document using a browser, click on the document’s associated Show Actions
link as shown in Figure 16.1.1.

i ST (] L | e M M g e T L= T T R I IPL S |

JAgdress I@ http:/ ftrwl Workspace1 /Docurments) j Go |JLinks >
T T e —ToCaTrCTe T F——OTTTTTpTSTT—TaTTEg T ;I
Search |This site =l for | Go | Advanced search
Documents
@ Docurnent Library : Documents ? Up One Folder

Subscribe | Add Sub-Folder | Add Document

Documents

Hide Descriptions Items: 7
Sort by: Author | Title « | Date

[ Administrator's folder
(@ readOnly Folder

@a\lo Title> Modified: 9/10/2001 Asuthor: Microsoft Corporation
Mew Microsoft Excel Worksheet.xls Wersion: 0.1 Status: Checked in
Discuss | Subscribe | Show Actions
W <No Title Modified: 9/10/2001 Author:
Mew Microsoft Ward Document.doc Version: 0.1 Status: Pending approval
Discuss | Subscribe | Show Actions
<No Title> Modified: 9/10/2001 Author: TRW
@ Test Word Document.doc Wersion: 1.0 Status: Published
Discuss | Subscribe | Show Actions
Test Excel Worksheet Modified: 9772001 Author: Microsoft Corporation
@ et Excel Worksheet xls Version: 1.1 Ztatus: Pending approval
Discuss | Subscribe | Show Actions
(£ Test text document Modified: 9772001 suthor: William

Figure 16.1.1: Clicking Show Actions link for the document when viewing its version history

Next, click the Version History link on the resulting Document Inspection page as shown in Figure 16.1.2.
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; Document Inspection - Microsoft Internet Explorer = J@'EI ;Iilﬂ

J File Edit ‘ew Favorites Tools  Help

| wBack - = - D i} | Qsearch (EFavorites CHHstory | B S B - £ &

Jngdress I@ DExceI%2DW0rksheet.xls?Cmd=TahoePortaI&PortaICmd=inspect&LlrlToReturnT0=http°f03A,l',l'terlg'Workspacel,l'Documentsll'j f\)GD |J Links **

"% Document Inspection

Actions Information
? Back to previous view @Test Excel Worksheet
Test Excel Worksheet,xls
LY = P PP PSP PP PSP
" Reject Draft version 1.1
- darsior | st Status: Pending approval
Madified: a9/7/2001
Version! 1.1
Folder: fDocuments
URL: http:fftrw 01l orkspacel /SHAD O W/ Documents,/ Test% 20Excel %
zoworksheet{l.1).xls
Profile: Base Document
Title: Test Excel Worksheet
Authar: Microsoft Corporatian
Keywords: Excel; Worksheet; Microsoft
Description:
Created: 9/7/z2001
Size! 1350 KB

Approval Status: Pending sequential approval

Appravers: @ HHSOIG administrator
@ HHSOIGwdable

Published version

LR htn e At A el snaced Mincorne nted Te ab% 2N v rel %20 Arl sheet vls LI
|@ http:fftrwil fWorkspacel [Dacuments| Test Excel Waorksheet, xls?Cmd=TahoePortalPartalCrd=history&LrIToReturnTo= E Local intranet

Figure 16.1.2: Clicking Version History link for document when viewing its version history

The Version history page shown in Figure 16.1.3 lists all of the document’s versions and each associated
comment. If you click on the version numbers, the actual document associated with that version is displayed.
Push the Ok button to return to the Document Inspection page.

/) ¥ersion History - Microsoft Internet Explorer B I@'EI -8 x|

J Eile Edit ‘ew Favorites Tools Help |

J ABack = = - @ fat | @Search (] Favarites gHistory ||%- = % - £ &

Jngldress I@ %l5%:3FCmd %30 TahoePortal¥26PartalCmd 30 Inspect 26U ToReturn To% 30http %2534, fhrwl 1 'Workspace 1 fDacumants) j {‘? Go |J Links *

Version history

Version history for this document:

% Test Excel Worksheet Yersion: 1.0 (9/7/2001)

Test Excel Warksheet.xls User Name: HHSOIGwadministratar
.............. et e S
Every time vou check in a document, a new spreadsheet,
version is created. The history lists all of these
YEFsions,

Yersion: 1.1 {9/7/2001)

Draft versions are shown as x.1, x.2 and so on. User Name: HHSOIGhYadministrator
Published versions are shown as x.0. For Comments: Added additional text to the spreadsheet,

example, 2.0 is a published version, and 2.5 is a
draft version.

ok|
Figure 16.1.3: Viewing the Version history page for the “Test Excel Worksheet” document
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17 SUBSCRIBING TO DOCUMENTS

17.1 VIA BROWSER

You subscribe to a folder or document from the browser interface by clicking on its associated Subscribe link as
shown in the example in Figure 17.1.1 where a subscription is being created to the “Team folder” folder.

| omee o mee meeees e e ———
J ABack - = - @ ot | @Search [Ge] Favarites @History ||%v 5 B - £ D

J.diress I@ http: ffErm0 1 Morkspace 1 Documentsi Team %2 0Folder] j @G0 |JLinks =
e Document Library -

Home Search Categories Document Library Subscriptions

Search |This site ;I for | Go &dvanced search

Team folder

(@ pocurnent Library : Docurnents @ Team folder # Up One Folder
Subscribe | Rename | Delete | Add Sub-Folder | Add Document

Documents

Hide Descriptions Items: 1
Sort by: author | Title « | Date

% Shared Text Document Modified: 9/11/2001 author:

Shared Team Text Document txt
Discuss | Subscribe | Show Actions

Figure 17.1.1: Subscribing to the “Team folder” folder

You subscribe to search results by clicking on its associated Subscribe to this search link as shown in the
example in Figure 17.1.2 where a subscription is being created to the results of the search for “excel notepad”.

-
|J Address I@ http:fbrwil fWorkspace 1 PartaliSearch j oran |J Lirks ¥

Horme Search Categories Document Library  Subscriptions

search IThis site ;l for Iexcel notepad Go Simple search

Search by profile:
Inny profile 'I

Search by properties:

|Author | |Contains;| |Microsoﬁ: AND
| Author == =l AND
I.ﬂ.uthor ;I |= ;I I

Search by date:
* Al documents

 Documents |Created =1 in the Iastl |Hours = |

Search Summary

ou searched "This site” for "excel notepad”.
Subscribe to this search

Matching Documents

Hide Descriptions Iterns: 1-2 of 2 | |
Sort by: Best Match ™ | Author | Title | Date Previous Mext
@Test Excel Worksheet Modified: 9/7/2001 Author: Microsoft Corporation

Test Excel Wworksheet,xls
Sheet? Sheet? Sheet! Thiz iz a tect Micrrnzaft Fyeel warlcheat in

Figure 17.1.2: Subscribing to search results
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You subscribe to all the documents in a category by clicking on its Subscribe to this category link as shown in

the example in Figure 17.1.3 where a subscription is being created to the category Category1. (A category is an
alternative way to organize documents in the repository.)

/3 Categories - Microsoft Internet Explorer =) | o e o e e =2
J File Edit ‘ew Favorites Tools  Help |ﬁ
J P Back - = - @ at | @Search [ Favarites @History | I%- =R ﬁ o

| Agdress [ @] http:trwit Workspace L fCategoriesiCategory %201 | @ao |JLinks »

g Categories | Help B3

Horme Search Categories Document Library Subscriptions

Search |This site ;l for | Go | advanced search

Category : Category 1

L= Categories : Category 1 # Up One Category
This is a category. A category is a place where documents on a
related topic can be grouped together. Portal users can browse
through the categories to find documents of interest, The
waorkspace coordinator can create, manage and delete categories
using Web folders.

Subscribe to this category

w Category 4 w Category 5

Contact: lohn Somebody

Figure 17.1.3: Subscribing to the Category1 category

The subscription is not actually created until you push the Ok button on the New subscription page as shown in
Figure 17.1.4. You can optionally choose to be notified via e-mail when a document associated with a
subscription is modified or created and specify how frequently you want to be notified about your subscriptions.

J File Edit “ew Favarites Tools Help |-
J ¢Back ~ = - () ot | @ysearch (G Favorites £ @History ||%- =85 £ &

J-ﬂddress I@ ibrwil Pworkspace LfDocuments, Team: 20 older & ToReturnTo=http: /ftrw0] fworkspace] {Document s/ Team<:252 0folder j @GD |J Links *

New subscription

Subsecribe to this folder:

Documents : Team folder Type a name for this subscription: {Required}
Tear folder Team folder

You can request to be notified when documents in . . :

the folder change, vou will also be notified of E-mail I"':'t'f“:at'““ (optional}

changes to docurnents in subfolders, as well as Send to:

the creation of new subfalders.

Iwilliam .doble@trw.com

{For example, someone@microsoft.com)
Subscription notifications are automatically

displayed in the portal. If you provide an e-mail How Often:
address, you will be notified by e-mail as well. =4 =l

|Once a day =
When 3 change occurs
Once a week
Cancel |

Figure 17.1.4: Specifying e-mail notification information for a subscription
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You can go to the CCS Home page to see your subscriptions and any notifications of documents associated with
the subscriptions that have been modified or added. In the example in Figure 17.1.5, the Subscription Summary
section of the page shows that the “Test Word Document” has been updated; and “Share Text Document” has
been added to the “Team folder” folder.

|J Address I@ htkp: ffkrwil "Workspace 1 fPortal) j @Go |J Links **
e Home | Help B
Home Search Categories Document Library  Subscriptions
Search |This site ;I for | Go Advanced search
Subscription Summary Mews Gluick Links
Document Subscriptions  welcome to the SharePoint Portal Server Dashboard Site U5iNg Quick Links
. . . . . . Using Categories
Test Word Document.doc Provides an introduction to using and configuring the Using Search
(1) ) SharePoint Portal Server dashboard site, Tours and User's Help
T Tect Word Getting Started Microsoft Web Site
Docurnent.doc Meed help getting started? This is the place. Provides

information on adding users, creating folders, indexing external
content, configuring the dashboard site and more.

Folder Subscriptions )
Using News

Team folder (1} Provides information on how to configure the Mews Web Part,
(2] shared Text
H Document The Announcements

Using Announcements
Category Subscriptions

Provides information on how to configure the Announcernents
Category 1 {0} Web Part.

Search Subscriptions

You searched "this site”
for "excel notepad”. {0}

Matannarias

Figure 17.1.5: The CCS Home page showing a user’s subscriptions
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Click on the Subscriptions link at the top of the page. This takes you to a page for maintaining your
subscriptions. As shown in Figure 17.1.6, you can clear a notification for a specific document by clicking on its
associated Clear link, and you can clear all the notifications for a subscription by clicking on the subscription’s
Clear all notifications link. You can delete a subscription by clicking on its Delete subscription link, and you
can delete all your subscriptions by clicking on the Delete all subscriptions link at the top of the page.

P P

| Sz —

J Back ~ = - () fat | Qy5earch (G Favorites £ &History | By Sh B - 5 D

Jngldress I@ http:fftrwnl workspace L /PortaliSubscriptions! j @Go |J Links **
Subscriptions for wdoble |

Delete all subscriptions

Team folder

Folder Subscription. E-mail notifications are sent to: william .doble@trw.com {once a day).
Clear all notifications | Delete subscription

Clear | Subscribe | Discuss | Show Actions

Test Word Document.doc

% Shared Text Document Action: Modified
Shared Text Docurment txt rodified By HHSOIGYadministrator
This is a shared text docurnent for the team. Tirme: /112001 5:16:08 PM

Document Subscription. E-mail notifications are sent ta: william.doble@trw.com (once a day).
Clear all notifications | Delete subscription

Clear | Discuss | Show Actions

You searched “this site” for "excel notepad”.

@{No Title> Action: Modified
Test Ward Document.doc rModified By HHSOIGAadministrator
This is a test Microsoft word document in the Worlkspacel Document folder, Time: 941142001 3:12:23 PM

Search Subscription, E-mail notifications are not sent for this subscription,
Rerun search | Delete subscription

Mo notifications found.

Category 1

Figure 17.1.6: The CCS Subscriptions page for maintaining a user’s subscriptions

When you try to delete a subscription, you are prompted to confirm this action. Figure 17.1.7 shows the
confirmation dialog you will see when trying to delete a subscription. Push the OK button to have the CCS delete

the subscription and Cancel to abort the operation.

Microsoft Internet Explorer

Zancel

d

Figure 17.1.7: Confirmation dialog to delete a subscription

Figure 17.1.8 shows the confirmation dialog you will see when trying to delete all of your subscriptions. Push the

OK button to have the CCS delete all your subscriptions and Cancel to abort the operation.

Microsoft Internet Explorer _: x|

@ Are wal sure you wank ko delete all subscriptions?

Zancel |

Figure 17.1.8: Confirmation dialog to delete all subscriptions
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Figure 17.1.9 shows an example of an e-mail notification sent by the CCS as the result of a subscription. You can
click on the link that is the document title to view the document, go to the subscription Web page, or delete the
subscription.

E AP EEE R R

B |a0a-7o0vorkspare@kME2000 oo | X
To: |iliam Dable <viliam. Doble@tr.com:> BC |
B Close
Subject! ISubscription otification From ALA-700Workspace on KMS2000
==
Message: Lo . . ;I =i
Subscription Notifications from http:fIKMS2000/AUA-700Workspace
Reply
Goto subscription page | Send an e-mail reguesting sssistance
Test Text Document %
Forward
File Subscription {Cwener: KMShmweaybright)
Delete Subscription @
Document: Test Text Document Action: Modified Delete
Test Text Document txt Mocdified By KMSwedoble
William's test text document. Time: Thursday, September 13, 2001, 10:0¢
Microsoft ShareFoint Portal Server

Figure 17.1.9: Sample subscription e-mail notification
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18 DISCUSSING DOCUMENTS

18.1 VIA BROWSER:

You participate in a Web discussion for a document by clicking on its associated Discuss link as shown in Figure

18.1.1.

|l 21| | 2 A2 -1 ]

J Eile Edit ‘ew Favorites Tools Help |

J GiBack ~ = v fat | Qy5earch (G Favorites £ &History ||%- =3 i 5 D

/3 Document Library - Microsoft Internet Explorer

x| @ |JLinks =

J-ﬂgldress I@ http:jfkrwnl fworkspace L/Documents,

Document Library @ Documents # Up One Folder ;I

Subscribe | Add Sub-Folder | Add Document

Documents

Hide Descriptions Items: 9

Sort by: Author | Title - | Date
(@] readOnly Folder

[ Team folder

) <No Title=
Mew Microsoft Excel Worksheet,xls
Discuss | Subscribe | Show Actions

W <No Title>
Mew Microsoft Word Document.doc
Discuss | Subscribe | Show Actions

Modified: 9/10/2001
Wersion: 0,1

Author: Microsoft Corporation
Status: Checked in

futhar:
Status: Pending approval

Modified: 9/13/2001
Yersion: 0.1

<Mo Title> Modified: 9/11/2001 Author: TRW

Test Word Document.doc Version: 2.0 Status: Published

Discuss | Subscribe | Show Actions

=Mo Title= Modified: 9/15/2001 Author: Microsoft Corporation

o) william MNew Excel Worksheet,xls Version: 0.1 Ztatus: Pending approval
Discuss | Subscribe | Show Actions
rMew Word document Modified: 9/10/2001 author: TRW USER
williarn MNew Word docurment,doc Wersion: Status: Checked out
Discuss | Subscribe | Show Actions

@Test Excel Worksheet Modified: 3/13/2001 Author: Microsoft Corporation
Test Excel Worksheet.xls Version: 1.1 Status: Checked in

Discuss | Subscribe | Show Actions

Modified: 9/7/2001 Author: William
Test Text Document.txt Version: 1.2 Status: Checked out
Discuss | Subscribe | Show Actions —

l_l_ (22 Local intranet
Figure 18.1.1: Clicking the Discuss link for a document when contributing to a Web discussion

|@ http: fftrw0l fmsoffice/commfrms . aspPurl=http: fitrwD 1 i orkspace 1 /Documents) Tesk %20 ord 32000 cument  doc
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During a Web discussion, the browser window is split with the document appearing in the top pane of the window
and the actual discussion appearing in the bottom pane as shown in Figure 18.1.2. There can be multiple topics
of discussion within the document. For each topic, there can be many comments by multiple users. The Close
button at the bottom of the page closes the discussion pane leaving only a window displaying the document.

| e e meeees e e -
J Back ~ = - () fat | Qy5earch (G Favorites £ &History ||%- =3 i 5 D

J-ﬂddress I@ hittp: J ferwin 1 fmsof ficefcommfrms, asprurl=httpse 38, trwi 1 fworkspace] {Documents! Test ¥ 2520Worde2520Document, doc j @GD |JLinks »

SR e s A——
This 1s a test Microsoft Word document
m the Workspacel Document folder.

— £
@
3
I:]BIEIE‘-I{I I 3
% Discussions about hitp:/irw0 1 Woerkspacel Documents/Test Word Document.doc
subject: First discussion topic about this test Word document
Froma: Wilohle 9/13£2001 4:55 FM
These are William's comments on this subject. 4] m bY]
From: Wdohle 9/13£2001 4:56 FM
These are a response to William's initial comments. #,] ‘@ 1Y)

Insert Discussion.. | Wi | Filter... | Close |

Figure 18.1.2: Web discussion in a browser for the “Test Word Document.doc” document

To create a new discussion topic, push the Insert Discussion button at the bottom of the page shown in Figure
18.1.2. This opens the window shown in Figure 18.1.3. You enter the discussion topic (e.g., “First discussion
topic about this test Word document”) in the Discussion Subject field and your optional, initial comments on the
topic (e.g., “These are William’s comments on this subject.”) in the Discussion Text field. Push the OK button to
actually create the topic.

When a comment is entered on a discussion topic, icons appear next to it. Clicking on a f; icon allows you to

reply to the comment. Clicking a @ icon allows you to edit the comment. Clicking a ﬁj icon allows you to delete
the comment.

2} Enter Discussion Text - Microsoft Internet Explorer -3 x|

Dhzcussion Subject:

Dhscussion Text:

[ |

El Cancel |

Figure 18.1.3: Creating a new discussion topic for a document
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The display in the bottom pane of the window in Figure 18.1.2 can be customized. Pushing the View button
displays the window shown in Figure 18.1.4. Unchecking the Author field and pushing the OK button hides the
“From:” line for a comment. Unchecking the Text field and pushing the OK button hides the actual comments by
the author. Unchecking the Subject field and pushing the OK button hides the “Subject:” line of the discussion
topic. Finally, unchecking the Time field and pushing the OK button hides the date/time displayed at the far right
of the comment.

4} show discussion fields -- Web Page Diala - o ] 4

Select which discussion fields to display:

pAuthur ¥ Suhject
W Text W Time
0K | Cancel |

Figure 18.1.4: Options for customizing the information displayed in a Web discussion

The comments displayed in the bottom pane of the window in Figure 18.1.2 can also be filtered. Pushing the
Filter button displays the window shown in Figure 18.1.5 where you can opt to see only comments from a specific
user and/or created within a certain period of time.

4 Filter discussions - Web Page Dialngéf =10 x|

Show Discussion Items:

Created by denble

Creation time: I (anytime) E|

Hi e
inthe last 24 hours
&l e inthe last 2 daws

inthe last 7 days

Figure 18.1.5: Options for filtering the comments displayed in a Web discussion
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19 DOCUMENT ADMINISTRATION

Document Administration is performed through the CCS’s Web folder interface. Each folder is assigned at least
one Coordinator (i.e., administrator) who is responsible for granting users access, assigning the profile(s) that are
to be used, and setting up the approval process (if it is an Enhanced folder). Click the right mouse button on the
folder for which you are a Coordinator, and select the Properties command from the pop-up menu as shown in
Figure 19.0.1. (All of the Web folder’s pop-up menu commands discussed in this section is also available in the
File menu.) This shows the Property dialog for the selected folder.

J File Edit ‘iew Faworites Tools  Help |—

J = Back ~ = - | aSearch [E]Fculu:lers @Histury ||:Er EB' e | *

J.ﬁ.ddress ] Documents j (f'J‘)G':'
S 5) my 53 L
] & i
Adminiskrator's  [EEEmlk o c Microsaft Mew Microsaft  Test Excel Test Text
fFolder Folder pen Work,,, Word Docu,.. Worksheet.xls Document, bxk
Explore

@ Send To »

Tesk Waord William Me Cuk
Document,doc YWiord docu Copy

Create Shortout
Celete

Rename

Figure 19.0.1: Administering the “ReadOnly Folder” folder

The folder is administered using the tabs of the Properties dialog, an example of which is shown in Figure 19.0.2.
The General tab allows you to specify whether the folder is an Enhanced folder (i.e., one that supports an
approval process) or a Standard folder. The Security tab is for granting users access to the folder. The Profiles
tab is for specifying what meta data can be associated with a document in this folder. The Approval tab is for
specifying the review process for approving the content of a new or modified document in this folder.
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ReadOnly Folder Properties d |

General |Security I Profiles I Approval

ReadCnly Folder

Address: htkp:f w0l fworkspacel fDocuments/ReadOnly Folder
Size: 14.5 KB (14,925 bytes)

Contains: 2 Files, 0 Folders

Created: Tuesday, August 21, 2001, 9:43:52 AM

Modified: ‘Wednesday, September 12, 2001, :31:12 AM

v Enable enhanced folders, Enhanced Folders support documed
wersions, check-in and check-out, and document publishing.

oK I Cancel I Apply I Help |
Figure 19.0.2: The Property dialog for administering a folder

19.1 ADDING USERS/ASSIGNING SECURITY

Select the Security tab in the Properties dialog to grant users access to a folder that you administer (see the
example in Figure 19.1.1).

ReadOnly Folder Properties e |

General  Security |ProFiIes| Approval

[ Use parent Folder's security settings

User or Group:

User or Group | Rale | i hAdd,..

€} william Doble (HHSOIGYw,., Reader Fem— |
Endministrator (HHSOIGWA, .,  Coordinator —

Rale: Reader j

Role description: & user with permission to read documents
published in this falder.

™ Reset all subfolders ko use these security settings

(o] 4 | Cancel | Apply | Help |

Figure 19.1.1: The Security tab for granting users access to a folder

To deny a user or group access, select its name from the User or Group list box shown in Figure 19.1.1, and push
the Remove button.

To grant a user or group access, push the Add button. This opens the Select Users or Groups dialog shown in
Figure 19.1.2 that gives the list of users and groups that can be granted access to the folder. Select the users
and groups to be given access, and push the Add button. Finally, when the list is complete, push the OK button
to close the Select Users or Groups dialog.
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Lok in; I@ hhsoig. gov j
Mame | It Falder |;|
ﬂ IUSA_TRWO1 hhzoig.gov/Users
ﬂ I'wiah_TRWO hhzoig.gov/Userz
ﬂ jgson zoalzo fjzoalzoi@hhsoig. gov) hhzoig.gov. W ashington _|
% lerbtgt hhzoig.gov/Users
ﬁ iMelizza Waybright [mwaybrigi@hhsoig. gov) hhzoig.gov/Users
ﬂ: RaS and 145 Servers hhzoig. gov/Jserz
ﬁi Schema ddming hhzoig.gov/Users ﬂ

sdd | Cheock Names

Melizza W aybright [rwapbnigiEbbeoig. goy

)4 I Canhicel | ;

Figure 19.1.2: Dialog for selecting users and groups to be granted access to a folder

Each user and group with access to a folder must be assigned a role. If a group is assigned a role, all users in
that group are assigned the role. (The list of valid roles and their descriptions is given in Table 19.1.1.) By default,
a new user is assigned the role of Reader. This can be changed by selecting one of the other entries in the Role
dropdown list box as shown in Figure 19.1.3.

ReadOnly Folder Properties 2 x|

General  Security IPrDFiIesI .C\pprcnvall

[” Use parert folder's security setkings

Uset or Group:

IJser or Group | Role | Add...

EMeIissa \Wawbright (HHSO... Reader . |

B william Doble (HHSOIGhw, .. Reader
E Administrator (HHSOIGA, .. Coordinator

Raole: Reader E
o Coordinator
Role description: Authar documents

[~ Reset all subfolders bo use these security settings

[a]'s I Cancel Apply Help

Figure 19.1.3: Assigning roles to users with access to a folder that you administer

Table 19.1.1: Valid roles and their descriptions
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Role Description

Reader A Reader can search for and read documents but cannot add them to the workspace. By
default, all folder users have Read permissions. In an Enhanced folder, Readers can only
view folders and published versions of documents.

Author An Author can add new documents to a folder, edit all documents in the folder, delete any

document from the folder, and read all documents in the folder. In an Enhanced folder,
Authors can also submit any document for publishing.

An Author can create, rename, and delete folders. When you create a new folder, it inherits
the roles and folder policies from the parent folder. However, the Author cannot change the
roles or the approval policy on folders that he creates.

Coordinator

A Coordinator on a specific folder configures user roles on the folder. The Coordinator
creates subfolders and adds, edits, and deletes documents from them. Coordinators can also
read and delete a document that has been created but is not yet checked in. For Enhanced
folders, the Coordinator selects the appropriate approval process. In addition, the
Coordinator can undo the check out of a document or end the publishing process by using
the Cancel Publishing or Bypass Approval commands—

Ii,

19.2 SETTING UP THE APPROVAL PROCESS

Approval routing is an easy way to ensure that a document is adequately reviewed before it is published. When
an Author chooses to publish a document, it can be routed automatically to one or more people for review before
publishing it. Each of these people, called approvers, has the option of approving or rejecting the document.
Approvers receive an e-mail notification when a document requires review.

You can use an approval process as a method of reviewing and approving new and updated documents in
Enhanced folders before publishing them for everyone to see. After a document is approved, a new, public
version is automatically created. Users who are assigned to the Reader role on that document or its folder can
then search for and view the document within the CCS. If you choose not to use an approval process for a folder,
the CCS publishes documents automatically upon submission without review or approval. Figure 19.2.1 shows
the Approval tab of a folder’s Properties dialog. This is where the approval process for a folder is defined.

ReadOnly Folder Properties el |
General I Security I Frofiles  Approval I
¥ Documents must be approved before publishing
Approvers:
Approver Name | Approver E-mail |
1 - Adminiskrator Adrinistrator@trwi 1. hhsoig. .. - |
2 - William Doble wdoble@trwmdl . hhsoig.gow
hd
Add. .. Remove Set E-mail. .. |
Route ko approvers
& Lne
Al at once
I.C'.II approve j
Camments For approval e-mail:
=
[ -]
[o]4 I Cancel | Apply | Help |

Figure 19.2.1: Specifying the review/approval process for Enhanced folder that you administer
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A coordinator at the workspace node manages content in the top-level folder and performs a set of workspace administration tasks. These tasks include managing content sources, document profiles, categories, and subscriptions, and customizing the dashboard site. The coordinator creates indexes of updated content when necessary or schedules this to occur automatically.
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You add users to the Approvers list by pushing the Add button shown in Figure 19.2.1 and selecting the users
from the Select Users or Groups dialog in Figure 19.1.2. You remove users from the Approvers list by selecting
the user's name and pushing the Remove button. Push the Set E-mail button to specify the e-mail address for an
approver. Finally, selecting one of the choices for Route to approvers to specify the type of routing to be used
during the approval process. Table 19.2.1 gives more information about the meaning of each routing and
approval type. If serial routing and approval is used, then using the up-arrow and down-arrow buttons can reorder

the names in the Approvers list.

Table 19.2.1: Valid routing and approval types

Routing and Approval Type

Description

One after another (Serial approval)

The first member of the Approvers list receives a request for approval
notification when the document is submitted using the Publish
command. After the first person on the list approves the document, the
next person on the list is asked to approve it, and so on.

The CCS publishes the document only after all approvers on the list
have approved the document. If any person on the list rejects the
document, the CCS cancels the approval process and returns the
document to the workspace in a checked-in state.

All at once (Parallel approval)

As a Coordinator, you have the ability to bring an approval process to
an end either by using the Bypass Approval command or the Cancel
Publish command. This is useful if a document is under approval and
one or more of the approvers are not available. The Bypass Approval
command skips all remaining approvers and publishes the document.
The Cancel Publish command cancels the approval process and
returns the document to a checked-in unpublished state in the
workspace.

All approve

When the document is submitted using the Publish command, the
CCS sends a request for approval to all approvers. The e-mail
notification informs approvers of the location of the document. If the
required number of approvers approves the document, the CCS
publishes the document. If the document does not receive the required
number of approvals, the CCS cancels the approval process and
returns the document to the workspace in a checked-in state.

Only one approval required

The option is the same as All approve except only one of the
reviewers needs to approve the document for the CCS to publish it.
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19.3 ASSIGNING DOCUMENT PROFILES

Document profiles offer a way to add searchable information pertaining to a document. This information can help
describe or identify the document more clearly. By default, a profile includes basic properties such as Author and
Title. You can easily add custom properties such as Account Number or Project Manager to capture additional
information that makes it easier to organize and find documents in your organization. Figure 19.3.1 shows the
Profiles tab of a folder’s Properties dialog. From the list of available profiles, select the ones that will apply to the
documents in the folder.

ReadOnly Folder Properties el

ceneral | Security  Profiles |Fl.p|:nr0ual|

Select the profiles that can be applied to docurnents in this Folder.

Ayailable document profiles:

D Announcernent
Base Document
D Mews Ikem

D test
O web Link

— Profile description

This is the defaulk document profile, It can be used on its own For
documents that don't Fit in a profile created by the workspace

se the Following profile by default For documents in this Folder:

0] 4 I Cancel Gl Help

Figure 19.3.1: Specify profiles to be associated with the documents in “ReadOnly Folder” folder
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20 ADDING/MODIFYING DOCUMENTS (VIA WEB FOLDERS)

20.1 STANDARD FOLDERS

To edit a document in a Standard folder using Web folders, simply double-click on the document’s icon or select
the Open command from the File menu as shown in Figure 20.1.1. (The entire Web folder’s File menu
commands discussed is also available in the pop-up menu displayed when you click the right mouse button on a
document’s icon.) Save the document when you are finished making modifications.

B Administrator’s folder -0l x|

J Fil= Edit ‘iew Faworites Tools  Help ﬁ
| || Qisearch [Folders ¢HHistory | 5 0% X wv | EE-

J Edit Profile Hr's Folder j &G
[~ SerdTo L4

o B 9

&= Administrator's
Word Docu, .

Sign out

Create Shorkout Document
Delete
Rename
Properties

Close

Figure 20.1.1: Opening document for editing in a Standard folder

You can add a new document by dragging it into a Standard folder.
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21 MODIFYING DOCUMENTS (VIA BROWSER)
211 STANDARD FOLDERS:
To edit a document in a Standard folder using a browser, click with the right mouse button on the link that is the

document’s title and select the Save Target As command (Save Link As if you are using Netscape) in the pop-
up menu as shown in Figure 21.1.1 to save a copy of the file to your local hard drive.

/2 Document Library - Microsoft Internet Explorer

J File Edit ‘iew Favorites Tools  Help
| wBak - = - @D i | Qosearch GEFavorites (HHstory | BN Sh

Jnddress I@ hittp: ffkrwil PWorkspace L fDocuments Adminiskrator¥s2 75%20folder ]

"% Document Library

Hormme Search Categories

-EH &9

| @ao |JLinks B

Document Library Subscriptions

Management

Search IThis site x| for |

Administrator's folder

[ pocurment Library : Docurments : Administrator's folder

# Up One Folder
Subscribe | Rename | Delete | Add Sub-Faolder | Add Document

Documents
Hide Descriptions Itemns: 2
Sort by: Author | Title & | Date
% #Mo Title~ Modified: 9/7/2001 Authaor:
Adrninist|  Open
Discuss | Open in New Window F
‘m.ﬁdminis Save Target As. .. t Modified: 9/7/2001 Author: Admin
Adrinist " - c
Discuss | Print Target s
Ut
Copy
Copy Shorkout
Paste
Add to Favorites. ..

Figure 21.1.1: Saving the “Administrator's Text Document” document to your local hard drive

Edit the document from your hard drive. When you are ready to update the document in its Standard folder, click
its associated Show Actions link as shown in Figure 21.1.2.

/J Document Library - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help
J HBack -~ = - @ at | Qhsearch [GFavorites & &History ||%v =3

Jngdress I@ http:,l',l’ter1,I'kaspace1,l’Documents,l’Administrat0r°.-"02?s°.-"02DF0|der,l’

g Document Library

Home Search Categorids Document Library Subscriptions Management

| e ||uks »

Content | Layout | Settings | Help

-H &2

Search |This site \ =] for I

Go | advanced search

A oocument Library : Docynents : Administrator's folder

# Up One Folder
Zubscribe | Rename | Delete | Add Sub-Folder | Add Docurment

Documents

Hide Descriptions Items: 2
Sort by: Author | Title - | Dat
% =MNo Titlex Modified: 9/7/2001 Authar:
Administrator's Text Docurmergg:t
Discuss | Subscribe | Show AcNons
W] Administrator's Word Document Modified: 2/7/2001 author: Admin
Administrator's Word Docurment.doc
Nisrnss | Snhaeribe | Show Actinns

Figure 21.1.2: Clicking the Show Actions link as part of updating the document
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Next, click on the Update File link on the Document Inspection page as shown in Figure 21.1.3.

i

J File Edit  ‘iew avorites Tools  Help |

J EBack - = - @ ot | @ search (G Favorites £ History ||%- =0 £ &

/2 Document Inspection - Microsoft Internet Explorer B IQ'EI - =]l

Jngdress I@ hoePor}[al&PortaICmd=inspect&UrIToReturnT0=http°.-’03.°.,l',l'ter1,l'\-\-'orkspacel,I'Documents,I'P.dministrator°.-’0252?s°.-’02520folder,|'j f\)GD |J Links **

e Docurnent Inspection Content | Layout | Settings | Help
Actions Information
? Back to pre/vious wigw % <o Titlex
Adrinistrator's Text Docurnent.txt
BODEIEEE | L1 1L EL AL
= Rename Published version
= Edit Prof .
- Id thI'I Status: Checked in
—REEE e Modified:  8/7/2001
Wersion!
Folder: ADocurnents/Adrministrator's folder
URL: http: AAtrw0 1 Workspacel/Documents/Administrator's%20folder/Administrator's %

20Text% 2000cument. txt

Profile: Base Document
Title:

Author:

Keywords:

Description:

Created: 9742001

Size! 76

Figure 21.1.3: Clicking the Update File link on the Document Inspection page

Next, enter the path and name of the document from your hard drive that you were editing as shown in Figure
21.1.4 (If you push the Browse button, you can use the standard Windows file dialog to select the document on
your hard drive.) and push the Continue button. The file in the CCS Standard folder (the “Administrator’s folder”

in this example) is then updated with the one from your local hard drive.

J File Edit ‘ew Favorites Tools  Help

/] Update Document - Microsoft Internet Explorer = IQIEI =1l

J waBack = =+ - @ it | @Search (3] Fawoarites ®History ||%v =8B & &

J.ﬂ.gldress I@ md%SDInspect%26UrIToReturnT0°a"oSDhttp°f0253A,l',l'ter1,|'W0rkspacel,I'Documents,l'.ﬂ.dministrat0r%25252?s°f025252E|Folder,|'j @GD |J Links **

Update a document

Update this document:

(Z] <Mo Title= Document file name:

Browse. .. I

Select the copy of the document from your
computer to use to update this document.

Continue I Cancel

Figure 21.1.4: Entering the path/name of modified file when updating document in Standard folder
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Finally, you can enter the meta? data or profile information for the document as shown in Figure 21.1.5. This
information describes the document.

/2 Document Profile - Microsoft Internet Explorer I : Q' i EI =1l

J File Edit ‘ew Favorites Tools  Help |

| wBack - = - D i} | Qsearch (EFavorites CHHstory | B S B - £ &

Jngdress I@ 260U ToReturnTo=http%e2534) trwl 1 forkspace] /Documents Administrator 4% 252527 5% 2525 20F older f&CheckIndrPublish= j f\)GD |J Links **

Document profile

Updating this document: .
% <No Title> Select a profile:
Administrator's Text Docurment.txt IBase Dacurment LI

The infarmation you provide in the docurnent

profile will ensure quality search results for other Title
users of this workspace, |
* Indicates required information
Author
Keywords

Use semi-colons to separate multiple values.

Description

B
|

Cancel |

Figure 21.1.5: Entering profile information about the “Administrator’'s Text Document” document updated in a
Standard folder

meta: In computer science, a common prefix that means "about". So, for example, metadata is data that describes other data (data about

data). A metalanguage is a language used to describe other languages. A metafile is a file that contains other files. The HTML META tag is
used to describe the contents of a Web page
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22 TIPS AND REMINDERS

>

Remember to use the BACK BUTTON on the browser - to navigate - the “X” will close you out if you are
simply reviewing a document and want to leave it ...

A Web folder is a shortcut to a Web server.
You can add a new document by dragging it into a Standard folder.

Multiple versions of a document in an Enhanced folder are stored, one for each time a user changes a
document

When a comment is entered on a discussion topic, icons appear next to it. Clicking on an ¥ icon allows

you to reply to the comment. Clicking an .'El icon allows you to edit the comment. Clicking an @ icon
allows you to delete the comment.

“Sharing” can be one way to have multiple users simultaneously work and collaborate on the same
document.

Standard: Documents added to or modified in a Standard folder are immediately available to everyone
with access to the folder, and only the latest version of a document is stored.

Enhanced: Documents added to or modified in an Enhanced folder must go through an approval process
before they become available for viewing by users with read-only privileges. These documents are
immediately available to those with write privileges in the folder. Multiple versions of a document in an
Enhanced folder are stored, one for each time a user changes a document.
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